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THIS IS THE UNDERWOOD TOUCH-MASTER FIVE 


This standard typewriter combines rugged dependability and 
sturdy construction with exceptional lightness of touch and 
such advanced features as touch tabulation, fast, simplified 
ribbon changing, easy-to-use paper centering and title- 
centering scales and balanced margin indicators. Designed 
to provide general-purpose typing of high quality, the Touch- 
Master Five may answer many of your typing problems. For 
a demonstration, telephone your Underwood Representative. 
Underwood Corporation, One Park Ave., New York 16, N.Y. 


For More Information Circle No. 493 
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Who needs 
wastebaskets? 
There’s so little waste 
of paper with a 914 Of- 
fice Copier that the cost 
of discarded copies has 
become an insignificant 
factor. The oversized 
wastepaper basket 
(which had to be emp- 
tied 4 or 5 times a 
day) is fast disappearing 
from the modern office. 





Push a button 
..- copies flow! 
Anyone can make perfect 
copies everytime on a 
914 Copier. No wet 
chemicals or expensive 
copying paper are re- 
quired, and there are no 
exposure settings. It's 
fully automatic! Makes 
copies on ordinary pa- 
per (plain or colored) or 
selected offset masters. 












. 
2 
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Copies are as 
good as originals 
So fine is the quality of 
reproduction with a 914 
Copier that many peo- 
ple say copies often look 
better than originals. 
Copies anything—letters, 
invoices, statements, 
newspaper articles, even 
pages in bound volumes 
or paste-ups on rigid ma- 
terial. Copies all colors! 


XEROX: 914 COPIER 


CORPORATION 


now... 
make 

copies on 

ordinary 


. eaper 


If you spend $50 
or more per month 
on copying supplies, you 
can afford to modernize 
your copying methods 
Reported one 914 user, 
“It lets you do so much, 
make so many copies.”’ 
Write for free booklet. 
XEROX CORPORATION 
(formerly Haloid Xerox 
Inc.), 9X-224 Haloid St., 
Rochester 3, New York. 
Circle No. 491 
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The committee can be a useful and effective tool of management 
despite certain misuse, disuse and abuse of committees by both busi- 
ness and government. HERMAN LIMBERG 
Planning Files for a Skyscraper Office 
“We had an opportunity such as records managers often seek but sel- 
dom find: a chance to completely revamp our file equipment for a 
new office building.” THOMAS WILDS 
A Production Control File That Knows All, Tells All 
Before this system was introduced, only 52% of this company’s 
orders were shipped on time. Now they ship 93% on time. 
PATRICK J. GALVIN 
The Chase Office Tower in Manhattan 
The largest commercial office building to be constructed in more than 
a quarter-century merits many adjectives—all of them superlative. 
NSOEA Convention and Exhibit to Open in Chicago, September 23 
How the Playscript Procedure Was Developed 
Noncommunicative writing is a bad habit. If you should have this 
habit, here’s a method of breaking it. Lestie H. MATTHIES 
Why Not Go Into Business for Yourself? 
Most every one of us would love to be our own boss but, before you 
take the risk, consider what is required for success. CLIFFORD L. STIVERS 
Characteristics of Computers 
How to Automate the Production of Your Company Phone Directory 
A method that improves telephone service and efficiency, built around 
some common data processing equipment. ROBERT C. FOUHY 
Electronic Accounting System 
Punched Card Time Recorder 
External Wiring Panel 
MICR Offset Check Imprinting 
Duplicates Punched Tape 
Business Christmas Gift Plan 
How Goodkin Developed Its Copyboard Lighting 
Paper Cutters, Drills Aid Office Duplicating 
Why ATF Entered Office Offset Field 


Why a Brokerage Office Uses Automatic Calculators 
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New BELL RINGER 


™ a low cost time clock for pay- 
roll recording and job costing, equipped 
with program control to ring starting and 
quitting signals. Heavy duty construction, 
simplicity of operation and Cincinnati 
quality combine to provide years of accu- 
rate, dependable service. 

The program control, time indicator 
and printing mechanism are all driven by 
the same heavy duty motor, providing 
accurate synchronization of all functions, 
assuring error-free coordination and 
accuracy. 

Write today, for complete details of 
what the ‘‘Jobmaster”’ can do for you, and 
the name of your local representative. 


Dealerships available in some locations. 


THE 








Z TIME RECORDER CO, 
1733 CENTRAL AVE. 


CINCINNATI 14, OHIO 


“(Since 1896) 


For More Information Circle No. 475 
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Newest way to quality duplicating! That’s the ATF 1015. 
Only ATF—the world leader in professional offset equip- 
ment—could design it. 1015 is the ideal office duplicator. It 
goes steps beyond the others. Take positive sheet control, for 
instance ; seven grippers secure each sheet through the entire 
duplicating cycle. Also expect and get: radically simplified 


a te operating controls, speeds up to 7,200 IPH, smart styling, 
Se all-around economy. Take a closer look—write today for the 


) lJ P| C AT0 R full-color brochure on the new 1015. Address: American Type 
Founders, Dept A, 200 Elmora Avenue, Elizabeth, N. J. 


For More Information Circle No. 430 
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The new Shaw-Walker Skyline Desk 
has an ingenious arrangement of six 
clutter-proof* drawers that really 
helps the office worker do more— 
easier. Makes an amazing improve- 
ment in neatness and efficiency. 
Your Shaw-Walkerman can show 
you how Skyline furniture will bring 
both new beauty and greater work 
output to your office. You will find 
him in the phone book. Or, write for 
our colorful new brochure, “Skyline 
Clutter-Proof® Desks.” 


SHAW-WALKER 


> 
7 an Specialists in Office Time-Savers Since 1899 
& MUSKEGON 80, MICHIGAN 





*A marvel of convenience, these six “clutter-proof” 
drawers eliminate desk top clutter and desk drawer 
hodgepodge. There’s specific in-drawer space for 

everything you use. Even four letter trays and a 

wastebasket are in the drawers. 


























This index, prepared for your convenience, lists the products and services adver- 
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Unda-Wunda .. 322 
MACHINE STANDS 

Maso 253 
Slide-A-Shelf 311 
Tiffany . *e ‘ 57 
MACHINES, REBUILT 
International . 335 
MAGNIFIER 
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American 304 

ENM 318 
Quick-Change 256 
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(Also see Duplicators, Offset) 


Atlas 242 
Colitho 52 
Copycat 259 
Di-Kote 267 
Ektalith 223 
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DOUBLE the production of your Multilith .. . 
with the T-51 or T-51 LW COLOR PRESS 












PRINT 
2 COLORS 


at the same 


— 


* 











With the T-51 or T-51 LW Color Press attached to your 
1250 or 1250W Multilith, you can print two colors simul- 
taneously from the same blanket, thus increasing produc- 
tion 100% ! 

Each model contains a plate cylinder and a complete 
inking and water system. It is geared directly to the 
Multilith; attached by clamp-on brackets. When desired, 
it may be easily disengaged or removed. Fully guaran- 
teed! Send coupon for further information. 

IMPRINT FORMS OR RUN MAGNETIC INK regardless of 
color. No preprinting, no storage, no waste. Ask for details. 





Dept. F, Altoona, fowa 
Please send information on items checked: 


Cj T-51 Color Press (] T-51 LW Color Press 
Name SORA EERE HE EOHEEH EEE HEHE EOEEEE SESE EE EEe eee 
Firm Name SCOEHEEER ESE SHEEEE HEHEHE EH EEE EE EH EE Ee 


Address PIeTIIVISI TIT ei er 
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...in which it helps buy a new delivery truck 


The Van Nuys Plywood Company of California figures 
their new Monroe Accounting Machine will save them 
$2700 this year. 

Treasurer Gordon Taylor says, “At a cost of $1417, 
this machine saves the salary of a bookkeeper, permits 
the company accountant to handle Accounts Receivable 
and Payable for both our plants. These savings help buy 
things a business needs to grow, like a new delivery truck:’ 

Why don’t you look into the difference a Monroe 
Accounting Machine can make in the efh- 
cient,economical operation of your business. 


SEE THE MAN FROM MONROE 






for CALCULATING * ADDING « ACCOUNTING * DATA PROCESSING MACHINES 


*That’s the name usually applied to the 
Monroe Accounting Machine. It saves 
time and money by cutting down on man 
hours and accounting costs... makes 
money by freeing capital to grow on. 


FREE CASE HISTORIES 

1 For fact-filled case histories on how 
' Monroe Machine Accounting earned 
. companies like yours money to grow 
1 On, write: Accounting Machine, De- 
; partment 21, Monroe Calculating 
1 Machine Company, Orange, N. J. 


Monroe Calculating Machine Company, Inc» 
Sales and sevice in principal cities everywhere. 
General Offices, Orange, NJ. 


(8 A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 442 


Tue Orrice—September 1961 


11 








HERMAN LIMBERG 


DAFFY DEFINITION occasion- 
A ally circulated by the cynical is the 
description of the committee as a 
“group of executives who, individually, 
cannot decide what to do, and who get 
together to decide that nothing can be 
done.” Were this a witticism to be dis- 
missed with a chuckle, it would have 
little significance. Unfortunately, the 
definition is sometimes justified. Often 
it serves to discourage the use of the 
committee as an effective arm of man- 
agement. 

As a staff group established to aid 
and assist line executives, a committee 
may do research, develop and formulate 
recommendations, improve coordination 
and communication through interaction 
of its members, serve as a training 
medium, expedite information process- 
ing and reporting, and assure effective 
implementation and support of execu- 
tive decisions through participation in 
their formulation. There are also nega- 
tive aspects. For example, a committee 
may be established to study and review 
a matter on which the line executive 
may desire to defer or avoid making a 
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decfsion; the committee may be used 
as an ex post facto device to approve 
and give the semblance of popular or 
democratic support to executive de- 
cisions; and the committee may provide 
a means of engaging certain personnel 
whom management prefers to keep out 
of the working organization. 

Committees don’t make decisions. 
Decisions are made by individuals (with 
or without the advice and guidance of a 
committee) who also decide whether 
or not to make any decision. Clarence 
B. Randall stated this principle in “The 
Myth of the Management Committee,” 
in the July 1960 issue of Dun’s Review 
& Modern Industry: 

The function of committees is advisory. 
They exist to help the boss make up his mind, 
but they should never be asked to do it for 
him. Properly conceived and properly em- 
ployed, they have great value. But when they 
become a refuge for cowardice and indecision, 
they carry great menace. 

Generally, committee action is inef- 
fective and wasteful when its total prod- 
uct does not exceed the sum of the in- 
dividual efforts of its members. 

In a column, “Wall Street, USA,” 


in the New York Herald-Tribune, Oct. 
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Executive committee was top decision-maker at United States Rubber Co. in 1957. 


12, 1957, Donald I. Rogers gave cred- and overexpertized, there were great rewards 
for the man who stood out as an individual 


ence to a popular misconception of a 
tt H ay “i leader, a fellow who was willing to expose his 
committees. me wrote, in part: neck to the sword slashes of fate and risk his 


Before our nation became hyperscientific career on the decisions he felt obliged to 
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In the new organization at United States Rubber : Kain 
Co., operating divisions and staff departments 
report directly to the president; corporate staff MRS ‘anes en 
departments report to the chairman. Commit- meena Mt ern 
tees are only advisory. 
make. thinking, executive committee deliberations. It 


That was before the science of management 
became a dominant force in corporate life. It 
was before the day of group decisions and 
conference room democracy... 

But then came scientific management, group 
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ended the buccaneer, and all but obliterated 
leadership from. the American’ corporate 
scene. . . 

The United States Rubber Co. has ended 
all of this overcorporatization. It has junked 
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Teletype equipment 
in Data-Phone service 


All Teletype sending and receiving equipment —page printers, 
tape punches and tape readers—can be used in Data-Phone serv- 
ice, the new Bell System method of data transmission via regular 
telephone lines. 





Data can be speeded over local or long distance lines—to a 
single destination or to several destinations simultaneously. The 
data can be received on plain message paper . . . punched paper 
tape . . . or marginally perforated business forms of almost any 
size to meet your needs. And always there is a “home record”’ of 
what is sent. 

Significant paper work simplification and time savings can 
be achieved in handling accounting and billing information, in- 
ventories, payrolls, invoices, sales orders, ticket pick-up and nu- 
merous other kinds of business detail. If desired, punched tape 
can be obtained as a by-product of both sending and receiving 
operations, for later use with business machines. 

A growing number of firms are already using Teletype equip- 
ment over Data-Phone circuits. For example, companies that 
purchase large quantities of airline space place orders by phone, 
then receive tickets on Teletype printers right in their own offices. 
With this method, tickets are received faster, messenger service 
is eliminated, and records for accounting purposes are automati- 
cally provided. 





Teletype Corporation manufactures page printers and tape 
units such as the Model 28 equipment illustrated above for the 
Bell System and others who require the utmost reliability from 
their data communications facilities. 





If you would like to investigate the advantages of Teletype 
equipment for your business, write to Teletype Corporation, 
Dept. 37-J, 5555 Touhy Avenue, Skokie, Illinois. 





] CORPORATION © sussioiuey of Western Electric Company inc 
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Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2%” to 8%”. Up to 6” 
and prongs in place. capacity. 





Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto, 
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its committee system for executive decision. 

The most significant development with the 
appointment of two group vice presidents is 
the fact that the committee system of man- 
agement has been abandoned. Decisions will 
not be hashed, democratized, strained and 
handed up to them on silver platters. They'll 
have to make their own. 

The respective necks of the group vice presi- 
dents will have their lonely, private exposures 
to the blade whenever a decision is needed. . . 
The company will profit from direct, respon- 
sible management. 

The great institutions which have made a 
profession of teaching management science 
will not like me for saying it, but I think this 
is a wholesome, healthy development at UV. S. 
Rubber. 


Sword slashes at the U. S. Rubber 
necks should have been aimed at the 
executives who expected the committees 
to hand them decisions on silver platters. 
Even hashed, democratized and strained 
decisions must be swallowed before they 
are issued. When they are issued, they 
are the decisions of the responsible line 
executive and not decisions of the com- 
mittee. The development at U.S. Rubber 
was wholesome and healthy if it elimi- 
nated the misuse of committees as 
crutches for weak executives. But the 
change may have precluded the realiza- 
tion of benefits which the real leaders 
and buccaneers can derive from effec- 
tive use of the committee. 

Reporting on another corporate giant, 
Damon Stetson, in his New York Times 
column, Aug. 27, 1958, described the 
changes in management at General 
Motors. “There are already indications,” 
wrote Stetson, “that there will no longer 
be a single Mr. General Motors 
Major decisions, as in the past, will be 
made in committee, thus insuring a 
careful assessment of problems by di- 
rectors and top officers.” Further in his 
article, Mr. Stetson stated: 


In another change the board of directors 
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specified that the governing bodies of the cor- 
poration will be the finance committee and the 
executive committee. These will replace the 
present financial policy and operations policy 
committees. 

Mr. Donner (chairman of the board) heads 
the finance committee, Mr. Gordon (presi- 
dent) the executive committee. The latter will 
have general jurisdiction over the company’s 
commercial activities. 

Although the Stetson article dealt 
only with committees at the apex of the 
corporate pinnacle, where a more rari- 
fied atmosphere prevails, it revealed that 
General Motors recognizes the com- 
mittee as an integral factor in man- 
agement. 

At Lukens Steel Co. the record of 
two decades of service has proved the 
practicability and effectiveness of the 
management committee. In an article, 
“The Management Committee: Coordi- 
nator of Policies and Practices,” in 
Dun’s Review, March 1951, Charles 
Lukens Huston Jr., president, wrote: 


The experience of the committee has demon- 
strated five major advantages which have justi- 
fied its establishment and continuance: 

1. offers consultive supervision on which 
two or more heads are better than one; 

2. results in uniformity of direction through- 
out the organization; 

3. helps to provide coordination of long- 
term and short-term programs toward estab- 
lished objectives; 

4. allows flexibility for emergency situa- 
tions, should they arise, without interfering 
with basic schedules; 

5. gives executives the benefit of broader 
experience and interchangeability of manage- 
ment personnel. 

Overall, the management committee at Lu- 
kens has been primarily an advisory body. 
Line responsibility of division heads is strictly 
adhered to for such decisions as affect the 
division alone. Decisions affecting more than 
one division are developed by the committee 
as a whole. Where opinion in the management 
committee is divided, the president, who sits 
as an ex-officio member, “calls the shot” after 
due deliberation of the problem. 

Free discussion by members of this group 
concerning general policies and practices be- 
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fore they are established makes for better un- 
derstanding, improved coordination, and close 


cooperation between divisions and depart- 


ments of the company. 


The most advanced stage of com- 
mittee development is represented at 
E. I. duPont de Nemours & Co., which 
pioneered the use of the executive com- 
mittee form of organization. In the 
Harvard Business Review, May-June 
1955, William H. Mylander’s article, 
“Management by Executive Commit- 
tee,” described duPont’s committee-line 
organization: 


At the top is an executive committee of the 
board of directors consisting of the president 
and nine vice presidents. These men devote 
full time to the company’s affairs, although 
relieved of day-by-day functional responsibili- 
ties. As a committee, they meet each Wednes- 
day, oftener if necessary. Fundamentally, the 
committee exercises these important responsi- 
bilities: 

1. Determines the broad, basic policies for 
the operations of the company. 

2. Selects the men to carry out these opera- 
tions. 

3. Maintains a continuous review, and seeks 
to make an honest and objective appraisal of 
the conduct of the business to make sure that 
the men selected are doing a good job. 

In the Wednesday meetings, each committee 
member has one vote, including the president 
who usually votes only to make or break a 
tie. Split decisions are uncommon. Five mem- 
bers constitute a quorum, and four affirmative 
votes are required for the adoption of any 
resolution. In a secondary role, the members 
of the committee serve as individual advisors 
in areas where they are the best qualified by 
skill, training and experience. 


DuPont executives, questioned by 
Mr. Mylander, stressed the following 
advantages of the committee-line plan: 

1. Strength and security of group 
decisions. 

2. Objectivity in decision-making. 

3. Continuity of administration. 

4. Development of personnel. 

“On the whole,” Mr. Mylander re- 
ported, “the members of the committee 
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were unable to cite serious disad- 
vantages.” 

Turning from industry to govern- 
ment, President Kennedy’s recent moves 
to “free the bureaucracy from _ the 
morass of interdepartmental commit- 
tees” were described by Wallace Carroll 
in the New York Times last Feb. 22: 


It has long been felt in Washington that 
these committees, instead of recommending 
courageous policy decisions, merely achieve 
the lowest common denominator of agreement 
among the departments concerned. They also 
enable timid officials and departments to es- 
cape responsibility for decisions that they 
ought to be ready to make in the national in 
terest. 

Mr. Carroll also cited, 
example of an interdepartmental com- 
mittee, the one that was set up in the 
last year of the Truman Administration 
to plan the action to be taken in event 
of Stalin’s death: 

The premise was that, when the dictator 
died, there would be uncertainty and division 
in the Soviet Union and that this situation 
could be exploited by aggressive propaganda 
and acts of policy. . . . The committee, in 
utter frustration, finally agreed on one monu- 
mental recommendation: when Stalin died the 


Voice of America should arouse the world’s 
imagination by going off the air. 


On April 8, the New York Times 
reported that President Kennedy had 
abolished 41 government committees in 
“a continuing effort to abolish non- 
essential governmental agencies and 
place responsibility in specific indi- 
viduals to the maximum extent possi- 
ble.” Of the 41 committees abolished, 
nine had been advisory, 15 interagency, 
two coordinating, three backstopping, 
and two ad hoc. In an earlier action, 
17 committees were abolished. 

An edifying and provocative ap- 
praisal of the present government’s 
policy on committees was expressed by 
Hans J. Morgenthau, director of the 


as the classic 
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printed material, office forms, books, supplies, 
replacement parts, hardware, hundreds of items. 
Free samples, write Dept. O. 
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University of Chicago Center for the 
study of American Foreign and Military 
Policy. The July 7 issue of Time quoted 
Mr. Morgenthau’s article which had 
appeared in the New Leader: 

President Kennedy has done away with the 
committee system of governing, and has sur- 
rounded himself with a number of individual 
advisers, in different degrees brilliant, knowl- 
edgeable and experienced. These advisers, op- 
erating as equals, are supposed to present the 
President with a variety of individual views 
from which he can choose. This concept of 
Presidential government has considerable merit 
compared to the committee system which it 
is intended to replace, but it is not likely to 
work in practice. 

The successive presentation of views and 
recommendations by isolated individuals is no 
substitute for the dialectic confrontation of 
such views in a group which can put differing 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, ete. 

U. S. Govt. 
STURDY & DURABLE 
Choice selected 144” hardwood. 
Sloping shelves angled for title 
reading, doweled and bolted to 
assure durability. Side-riveted 
swivel casters by Bassick with 
resilient rubber tires. Rolls 

smoothly with a full load. 
Walnut Finish or 
Natural Wood Finish 
32” long, 13” deep, 


31” high. 
between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 


14” 
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Incorporated, Publishers of 
The Book of Knowledge and 


opinions to the test of empirical verification 
and logical analysis. Also, in a contest among 
equals for the President’s ear, those with offices 
in the White House are likely to be more 
equal than those with offices in Foggy Bottom. 
This system also tends to separate the men of 
ideas from the men of facts and gives an in- 
evitable advantage to brilliant presentation 
unchecked by practical experience. 

But President Kennedy is not op- 
posed to committees per se. During the 
election campaign, he appointed a com- 
mittee to put the Democratic platform’s 
civil rights pledges into legislative form 
(New York Times, May 10, 1961). 
Early in his administration he sent Con- 
gress an agricultural program in which 
he proposed “farmer committees” to 
meet and fix prices and marketing levels 
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(see New York Times editorial “Eco- 
nomic Policy Schizophrenia,” March 22, 
1961). Last May 1, President Kennedy 
established a White House Committee 
on Small Business to develop new poli- 
cies and programs on behalf of smail 
concerns. “Through the committee,” the 
President said, “the government’s many 
efforts to foster and encourage small 
business enterprise should be closely 
coordinated to the end that all these 
efforts be made as effective as possible.” 


The President meets frequently with 
the National Security Council, created 
by Congress 14 years ago. In the New 
York World Telegram & Sun last May 
3, Marshall McNeil observed that “the 
council makes no decisions. It does not 
itself make policy. It is not something 
to which the President can pass the 
buck. It cannot assume his responsi- 
bilities. The President makes the de- 
cisions, but these, if the council oper- 
ates as it was intended, are based on 
well-rounded advice and information it 
gives the President.” 

Another important body is the Presi- 
dent’s Committee for Equal Employ- 
ment Opportunity which has_ been 
directed to eliminate discriminations. 
On June 21, President Kennedy and 
Premier Ikeda of Japan agreed to the 
formation of a U. S.—Japan economic 
committee. 


Use of committees by the present 
federal administration is not incon- 
sistent with its “continuing effort to 
abolish nonessential agencies and place 
responsibility in specific individuals to 
the maximum extent possible.” Non- 
essential agencies should never be re- 
tained after they have fulfilled their 
mission, and ultimate responsibility for 
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decisions should, as a general rule, be 
delegated to individuals—not to groups. 
Group decision-making practices ex- 
emplified by duPont, General Motors, 
and Lukens Steel should be considered 
classic exceptions which prove the gen- 
eral rule. Indicative of the intense in- 
terest of the Kennedy administration in’ 
the subject of committees was an order, 
issued in mid-April, which required 
federal agencies to report on the num- 
ber and types of existing committees. 
Chis order defined a committee as: 

. a body of persons with a collective re 
sponsibility appointed to consider, investigate, 
advise or take action, and usually to report. 
The prime characteristic, however, is the cor 
porate or collective responsibility. The term 
“committee” thus includes a council, board, 
panel, commission, and any other group estab 
lished with a collective responsibility which is 
formally established by charter, directive, or 
other written terms of reference. A staff group 
or meeting or conference that has no collec- 
tive responsibility in the participants as a 
body, but is held to exchange information and 
ideas, or to coordinate actions, not 
strued to be a committee. 


Although a definition is helpful in 
establishing a common _ understanding 
of the subject and pinpointing specific 
meanings, the above definition has a 
twilight zone which may cast shadows 
into the areas of enlightenment. The 
first sentence taken, verbatim, from the 
dictionary may impart a very general, 
rather than specifically management, 
significance. The use of a committee 
“to take action”’—other than to “con- 
sider, investigate, advise and report”’— 
is exceptional, but it may be assumed 
that the action taken will be prescribed 
in the “written terms of reference.” The 
term responsibility” may 
pose problems in semantics. For ex- 
ample, is there no “collective respon- 
sibility” involved in exchanging informa- 


is con 
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SIZES 14” & 18" 
€201/2" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches, 


Order from your dealer or 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 273 


3 PHON = PROBLEMS 


SOLVED | 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 

















New York 16 
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=} What 

¥I price 

office 

downtime 
? 


eo 
the FIDGETER 


Office Chair Discomfort 


Causes High Downtime... 


. . - slow workmanship .. . high 
absenteeism ... multiple errors... 
hot tempers . . . personnel turnover 
. . . extended breaks. Take a quick 
look around your office for the 
squirmers, the wanderers, the 
sprawlers, the fidgeters. How much 
are worn-out or improper chairs 
costing you? Check with your 
Harter dealer. At his local Harter 
Seating Center, he offers personally- 
adjusted, comfort-designed Harter 


chairs of all styles ey 





and types. To keep 
yourstaffonthejob  wope 
and on the ball... 257-3 


Switch To 
Harter 





For Harter Seating Center location and 
further information, attach this coupon to 
your letterhead and mail to; 


HARTER CORPORATION 


904 Prairie, Sturgis, Michigan 
H Canada: 
s Harter Metal Furniture, Ltd., 139 Cardigan, Guelph 
Ontario. 
Mexico: 
Briones-Harter, S.A., Lago Iseo 96, Mexico 17, D.F. 
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tion and ideas, and in coordinating ac- 
tions? Is there not a “collective respon- 
sibility” implied—even if not set forth 
in “written terms of reference’—when- 
ever individuals convene as a group, 
whether it is to deliberate, consider, 
investigate, advise or just exchange ideas 
and information? Would not coordina- 
tion, which connotes effective and har- 
monious human interactions, be mean- 
ingless without collective responsibility? 





There are many pitfalls in translitera- 
tion from general usage language to the 
more limited connotations of similar 
words in the context of a specialized 
discipline. For example, a Senate com- 
mittee, headed by Sen. Henry M. Jack- 
son, concluded after a study of com- 
mittees in Washington, that “there has 
been too much emphasis on coordina- 
tion and too little on delegation.” (See 
editorial, “The Anonymous Mass,” New 
York World-Telegram & Sun, April 29, 
1961). To anyone knowledgeable in the 
art and science of management, this 
statement contradicts itself because the 
need for coordination increases directly 
with the extent of delegation. 

Also pertinent to consideration of 


| the attitude of the Kennedy administra- 
| tion toward committees are the follow- 


ing excerpts from recent publications 
and the comments of a New York 
Times reporter: 


Our great modern need has been to learn 
to use effectively the process of group thought 
by which the contributions of different per- 
sons may be fused.—“‘Committee Work on the 
Federal Personnel Council System” Pamphlet 
25, Revision 4, U.S. Civil Service Commission, 
Feb., 1952. 

Group thinking should be richer than indi- 
vidual thinking. . . In a group there is more 
contrast and balancing. . . Difference of opin- 
ion or view, expression of different needs and 

(Continued on page 300) 
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Justify 


the cost of a 


postage meter? 


I sure did! In a small branch office, 
we're short on people, long on detail. 
And detail includes adhesive stamps. 
Time spent in stamp sticking can be 
better used. Running out of stamps 
is another time waster. And I resent 
being accountable for a stamp box. 

With a postage meter, we always 
have the right stamp — first class, 
airmail, special, parcel post. We print 
it as we need it—plus our small ad 
on the envelope. Metered mail often 
gets there a little sooner; it should— 
doesn’t need so much handling time 
in the postoffice. 

The postoffice sets the meter for 
as much postage as we want to buy 
—and that’s that! Postage in the 
meter can’t get lost, scrounged, or 
stuck together. Meter registers show 
postage used and on hand, make 


Pitney-Bowes 
POSTAGE METERS 


Tet 


Made by the leading manufacturer of 
mailing machines... 


149 branch offices. 






tiesto 


possible an accurate postage report. 


You can mail one letter a day, or a 
hundred. And the little desk model, 
the DM, costs about 30¢ a day. Not 
much for the efficiency, the ease of 
mailing, the convenience. 

Like to try a postage meter in 
your office, without obligation? Call 
any Pitney-Bowes office. Or use the 
coupon below to get a free booklet. 


FREE: Handy desk or wall chart of latest 
postal rates, with parcel post map and 
zone finder. 

srs 


Cece) “WS CNS = 


rryYOUR, (> <\ 2 &§ 
\) AD me FT : 
© HERE| ye” Jf 04 : 
(A TAT AU soo ads 


PITNEY-Bowes, INC. 
8410 Pacific St., Stamford, Conn. 
Send free (_] booklet 

[] Postal Rate Chart to: 


Name 





Address — wiieioatleg 
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LETTERS 


Morality Begins at Home 


Sir: 

Page 218 in last month’s issue of Tut 
OFFICE commenced with the statement, 
“Business morality is on the decline.” | 
don’t think morality in business is declin- 
ing any more rapidly than in any other 
endeavor. The unfortunate fact, in my 
opinion, is that this decline in morality is 
general. It is found in unions, manage- 
ment, politics, education, the theatre, the 
health field, and government. It is felt by 
countless people, but few (if any) try to 
do something about it. 

Improvement in the moral character of 
this and future generations must start on 
an individual basis. We cannot be led to 
good deeds without a personal desire to be 
better. We cannot expect others to start 
unless we are willing to begin. And we 


cannot afford to minimize the seriousness 


Where are all the good 
A. KOZMA, Ad- 
General Hospital, 


of this situation. 
people?—WILLIAM 
ministrator, Peninsula 
Edgemere, N. Y. 


Education in Ethics Needed 
Sir: 

If I were asked in a courtroom for a 
definite “yes” or “no” as to whether busi- 
ness ethics is on the decline, I would pre- 
sumably answer, “Yes”. To substantiate 
my answer, I would find it necessary to 
become a bit long-winded. 

The word “ethics” is derived from the 
Greek ethos meaning character or moral 
purpose. As we use the word, ethics refers 
to a system of beliefs as to what is right 
and what is wrong and, in a communal 
sense, the character, sentiment or disposi- 
tion of a community which formulates the 
moral codes by which the community 
thinks it ought to live. This concept 








That's what happens 
when you call a meeting 
without an agenda. 
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eh). Remember when 
P.: — office copying 
# took two hands 
bt and all your 
attention ? 


The new, fully automatic Photek Consecutor Make a date to see 


makes it easy to forget there was ever any other the Photek Consecu- 
tor in action in your 


way but this incredibly simple method of pro- own. office. Fill out 
ducing clean, sharp, perfect photocopies. All and mail the coupon 
you do is insert the original. That’s it. The ye Tee ce 
Consecutor does the rest. stration. 





The 


abl aatcmmele| ame ley4-lsl-me) i 


letter-perfect office copies 
in rapid succession... 
does it all automatically! 


IT’S ALL AUTOMATIC! 


Hand it originals . . . and 
it'll hand you back perfect 
copies every time. No sheets 
to sandwich . . . no paper 
to peel apart. Copy is auto- 
matically trimmed to match 
the original. 








IT SPEEDS PAPERWORK! 


You can turn dozens of per- 
fect photocopies in rapid 
succession... cut out costly 
extra-copy typing, carbons 
and proofreading. The Con- 
secutor pays its way in in- 
creased efficiency. 





IT COPIES EVERYTHING 


You get clean, sharp, per- 
manent copies of anything 
penned, penciled, typed, 
drawn, printed, carbon cop- 
ied or stamped in any color. 





IT GOES ANYWHERE! 


Move it from room to room 

. . plug it into any floor 

or wall outlet . . . start 

copying instantly. The Con- 

secutor operates in any light 
. needs no darkroom. 





IT’S EASY TO OPERATE! 


Turn it on... set the dial 
once .. . and run off copies. 
No warm-up wait... no 


paper-wasting experiments. 
Even beginners turn out per- 
fect copies. 








SEE IT IN ACTION...MAIL THIS NOW! 


PHOTEK, INC. 
P.O. Box 1553, Providence 1, R. | 


[] Please contact us to arrange e FREE demonstration at our con- 
venience without obligation. 


() Please send us additional literature on the Photek Consecutor. 


NAME 
COMPANY 
ADDRESS 


CITY 





ZONE STATE 








IT’S A BEAUTY, TOO! 


The Consecutor is always 

at its ‘‘company’s-coming”’ 

best. Its sleek, color-com- 

patible case and smartly ; 
styled appearance make it a 
handsome addition to every 

office decor. 



















If it's worth 
repeating, iy 
repeat it with 
PHOTEK 
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Easiest calculator tape in the world to read 
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New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No ‘‘code’’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 







Made in America 


Easy to use as an adding machine 


No special training needed! With 
just one simple keyboard, Victor’s 
Magic Motor Bar and Simpla-Key 
handle all transactions. Automatic 
Constant. Total Transfer. Credit 
Balance. 


VICTOR 


business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 


| Yellow || Victor Adding Machine Co., Dept. 0-9 
Pages 


i -—~) Chicago 18, Illinois 


Please send four-color brochure on your new 
Victor Automatic Printing Calculator. 
Name__ 
Firm 
Address 
City 


SS el he 
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eliminates any possible ambiguity in the 
phrase “business morality.” This term can- 
not refer to a code of morality estab- 
lished by the businessman for his own 
operation, nor even by a group of busi- 
nessmen for the entire business commu- 
nity. Business morality can only mean the 
code established by all society for ethical 
problems arising primarily, or exclusively, 
in business. 

Has morality in business declined rela 
tively more than general morality, assum- 


ing the general level is also lower? | 












gees 


ERCURY INDUSTRIES, INC. 


365 BROADWAY @ HILLSDALE, N. J 


would answer, “No,” and it may be of 
some consolation to the business world 
that its ethics are sinking on a par with. 
the rest of the community. Here we have 
our first answer to the reason for the 
decline of morality in business: it is the 
result, or a part, of a general slackening 
of morals; a cynicism about life and about 
the “suckers” who are rumored to have 
such a high birthrate; a feeling that a 
“fix”—whether on the basketball, or in 
the police or basketball court, polling 
booth, television studio or wherever else; 





& <A versatile and 
flexible office conveyor 

designed for handling of 
departmental and interdepartmental 
paper work movements. This unit moves 

individual forms and documents at 
any speed to meet specific flow requirements. 


cutives engaged in time study, methods, systems 
are invited to write for Bulletin No, 500. 


is more convenient 
and less _ trouble- 
some than to 
risk competition. 
There has al- 
ways been some 
pride in the busi- 
ness community’s 
assumption that its 
leaders have a bet- 
ter general educa- 
tion than most 
other segments of 
society. If this 
were so, the social 
awareness and per- 
sonal values which 
a broad education 
may instill would 
have prevented or 
minimized moral 
slippage in busi- 
ness. But in fact, 
the assumption is 
unwarranted 
Modern _business- 
men are trained to 
be specialized tech- 
nicians, and_ the 
same ratio of su- 
perior - mediocre- 
inferior ability pre- 
valent in any trade 
or professional 
group may be 
found in the buisi- 
ness world. Your 
“most successful 
and honest manu- 
facturer,” who 
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PLAIN TALK 


ABOUT CUTTING 
ISINESS COSTS 


MOST BUSINESSMEN are concern- 


ed right now with cutting costs. And 


they know this: Some costs can be cut, 
and some cannot. We propose here 
to talk about costs that can be cut 
quickly and easily. Communication 
is a matter of great expense to prac- 
tically every business, and a Dicta- 
phone TIME-MASTER * dictating ma- 
chine system can reduce this greatly 
and almost immediately. A_ point 
worth making here is that the instal- 
lation of Dictaphone equipment 
means that you accomplish more 
with the same people, which means 
you don’t have to add replace 
personnel. 


Essential facts about the 
Dictaphone TIME-MASTER: 


. It is the most widely used and 
psc st-to-use dictating machine. 


2. It is distinguished by the red 
Dictabelt® record on which you can 
see your dictation on visible tone 
grooves. Dictabelt gives you confi- 
dence with “The sound you can see.”’ 
3. A Dictabelt costs only 4¢, accom- 
modates 10 average business letters. 
Use it once, throw it away, mail it or 
file it. No rehandling. 

The TIME-MASTER is easy to 
operate. Four thumb buttons control 
the whole operation. If you have a 
thumb, you can learn to use this 
machine in a half-hour, even if you 
can’t change a typewriter ribbon! 


This modern automatic dictation 
system is one answer to the squeeze 
on profits because it saves so much 
time, effort and money, at so little 
cost. 

Why not let a trained Dictaphone 
Systems specialist study your partic- 
ular dictation requirements? He'll 
gladly survey your office and show 
you how you can increase your 
profits with an improved communi- 
cation system. 


Dictaphone’ 


ie 
N.Y.17,N.Y. 
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Professional binding in any office at any 
time .. . and for mere pennies! Accommo- 
dates sheets any length on binding side. 
Accurate punching on %” centers fits all 
Speed-O-Print Plastic Combs. Lightweight, 
sturdy construction. Compact unit can be 
used anywhere. 





PLASTIC PUNCH 






Plastic Binder 


Produces plastic bound books professionally. 
Simply insert Speed-O-Print Plastic Comb, 
punched pages and covers... and release lever. 
Add glamor to sales literature, convenience to 
frequently used printed matter, protection to 
permanent records — one copy or hundreds 
ready when needed. 


COMBS-Five bright, permanent colors in 4 popular 
sizes to meet any needs. Extra strong, everlastingly durable. 


COVERS-—For 8% x 11 sheets. Six distinctive colors. 
With or without identification window. 


PLASTIC BINDING 


Speed-©-Print BUSINESS MACHINES CORPORATION 








SPEED-O-PRINT 
BUSINESS MACHINES CORPORATION 
1801 WEST LARCHMONT AVENUE, CHICAGO 13 


Please send me literature and complete information 
about Speed-O-Print Plastic Binding Equipment and its 
hundreds of uses. 


Name ne — 





EE 
Address. 
City. Zone 





State. 











wy 





1801 W. LARCHMONT AVE., CHICAGO 13 
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says, “Bought business is no business,” is 
probably also better educated than most, 
formally or otherwise. 

The business community itself has be- 
come aware of the educational limitations 
of top executives and, in cooperation with 
major universities, has attempted to recti- 
fy this by offering special courses to top 
management. But the classes are limited, 
and the number of businessmen making 
decisions which do, or should, involve 
moral considerations is large. (I under- 
stand that even this minimal effort is 
failing for lack of support.) 

The result of this lack of education is 
obvious. Ask the average businessman 
his views on ethics, and chances are he 
will tell you his lawyer takes care of that. 
Beyond avoidance of legal entanglements, 
it is a rare businessman who will do “what 
is right because it is right.” When mergers 
and company sales are commonplace, the 
business leader has no time to waste con- 
templating the moral angle as well as the 
tax angle. 

Of course, not all business executives 


3 D PLANOMATIC 


Best in Space Planning 





Planomatic 3 D magnetized models give new 
dimension to the imagination; unlocking the 
door to the best plan. It assures interest and 
cooperation from others. 
If it is used in the office 
of it. 


we have a model 


M& M INDUSTRIES 
Box 91 South Milwaukee, Wis. 
For More Information Circle No. 306 
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violate all the rules, and there are enough 
who try not to violate any. Our intent is 
to present only one side of the issue, and 
rather incompletely. There is one encour- 
aging note: you, and others like you, are 
worried and want to know how and why 
and what to do about it—BERT E. 
ROSENSTOCK;: New York. 


Bosses’ Secretaries Protest 
Sir: 

After reading the Office Grapevine arti- 
cle in the July issue of THE OFFICE, we 
protest in the name of all bosses’ secre- 
taries. You have made us sound like gos- 
sipmongers who enjoy committing high 
treason against our bosses. We believe 
most mature secretaries have enough 
loyalty and sense of fairness not to divulge 
important information entrusted to them 
by their bosses. Maybe the author made 
his survey in a steno pool—BEVERLY 
BAKER & DORRIT CORNELL, Mid- 
America Fire & Marine Insurance Co., 
Kansas City, Mo. 








WHICH ONE OF THESE 
MANAGEMENT 
QUESTIONS 


GETS A HAZY ANSWER 
IN YOUR COMPANY? 
te What is Policy? 
we W hat are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 
@ How do bootleg forms affect office costs? 


Oowill Electronics solve your 
office problems? 


Oo Is an organization chart A Useful Tool? 


Each of these questions is answered in separate 
issues of SYSTEMATION, a new service bya45 


year old management service company. 


SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


[FREE] <2°'*: of issues answering any 
two of the above questions. 
7 Division of 
SYStEMATON » Ross-Martin Co. 


Dept. A-519, P.O. Box 800, Tulsa 1, Oksatnuma 
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“let’s drop it down the well 
and see how hig a splash 


it makes” 








Born on Madison Avenue, here's a saying that suggests 
you look over a particular plan before giving the go-ahead. 
Why not keep it in mind the next time paper is in 
your plans. Remember that a studied selection of paper 
will turn out a job you can point to with pride 
a job that will keep new orders coming 


Make your big splash with Fraser printing papers... 


m fF 


a , LY 
ts ve SNOWLAND BOND, MIMEO AND DUPLICATOR, FRA-OPAQUE 
Ay ry yy 


ae JU, Ls a Fraser Prper 


FRASER PAPER, LIMITED 


SALES OFFICES: NEW YORK, CHICAGO © MILLS: MADAWASKA, MAINE 


For More Information Circle No. 480 
Tue Orrice—September, 1961 


| 





PROGRAMMING COMPUTERS FOR 
BUSINESS APPLICATIONS by Ned 
Chapin. McGraw-Hill Book Co., 330 West 
42nd St., New York 36, 269 pp., $7.50. 
Approaches programing for data proc- 

essing based upon experience gathered 
from hundreds of applications. Does not 
treat matters of numerical analysis, sys 
tems analysis or systems design, but con- 
centrates on modern programing tech- 
niques such as COBOL. 


THE NEW WAGE & HOUR LAW. Bureau 
of National Affairs, Inc., 1231 24th St., 
N. W., Washington 7, D. C., 400 pp., 
$9.50. 

Discusses and explains all changes in 
the Fair Labor Standards Act, effective 
this month, and resolves operating prob- 
lems under the Act as amended. 


A. WOMAN’S GUIDE TO EARNING A 

GOOD LIVING by Elmer Winter. Simon 

& Schuster, Inc., 630 Fifth Ave., New 

York 20, 401 pp., $4.95. 

Written in down-to-earth language, this 
book gives complete and authoritative an- 
swers to questions women have about 
earning a living in business. The author, 
president of Manpower, Inc., the country’s 
largest part-time employer of women, calls 
upon his 12 years’ experience in the tem- 
porary help field to describe such things as 
how to know your qualifications, where 
your abilities will be best put to use, what 
to do if you have no training, how to ad- 
vance in business. The book discusses the 
52 most sought-after fields and the oppor- 
tunities in each, also going into business 
for yourself and self-employment in the 
home. Advice and tips from outstandingly 
successful women in many areas of busi- 
ness are a feature. 

DAILY OPERATION OF THE COMPUTER 


ROOM. Life Office Management Assn., 
110 East 42nd St., New York 17, $3.25. 


A comprehensive look at the computer 








A WHOLE NEW WAY T0 CLEAN 


FLOORS ,WALLS and hand-dust too 


with Masslinn® x 


é 
3 


WEEPING TOOL 
+ 


FIRE RETARDANT & CONTAINS A GERMICIDE 


Low in Cost and Easily Disposable 


FOR SAMPLES & INFORMATION WRITE 


CHICOPEE MILLS, INC., 47 WORTH ST., NEW YORK 13, N. Y. 
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DIEHL V Model...a fundamental 
advance in the capabilities 


of automatic calculators. 


@ Unique mechanisms select the fastest 


way to solve any multiplication. 





@ Unequalied simplicity of 


operation delivers swift, sure 


answers with automatic decimals. 


the way to FASTER RESULTS 





@ New versatility and convenience 
give you superior performance in every 


application. Supermatic V 
Calculator 


@ Diehl's precision engineering guarantees you 


years of perfect operation. 





Can any other calculator 


offer the efficiency 


DIEHL CALCULATING MACHINES, INC. 
527 Madison Avenue 
New York 22, N. Y. 


and precision of the 


new DIEHL V? 


Your own evaluation will O Send full information immediately! 


Have representative call to 


provide the answer. arrange free demonstration. 


Send coupon today. 


Name 





Address 








For More Information Circle No. 429 











How To Get Things Done 
Better And Faster 








BOARDMASTER VISUAL CONTROL 


\’ Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

jv Ideal for Production, 
Scheduling, Sales, Etc. 

3 Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4950 with cards 


FREE 24-PAGE BOOKLET NO. F-100 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
For More Information Circle No. 235 


 COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 


For Filing Rooms, 
Stock Rooms, Vaults 


Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 


Traffic, 


Inventory, 

















Made in 13 heights — 4 
widths. Send for Circular 
56-0 and prices. 


I. D. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, Ill. 
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| room 


_ runs in one life insurance firm. 


in four sections: Parts I and II, 
Scheduling and Utilization Records, discuss 
outside computers, breakdown of com- 
puter time, records, etc., in six life insur- 
ance companies. Part III, Console Opera- 
tion, describes operation of production 
Part IV, 


| The Tape Librarian, describes functions in 


two companies. 


| THE COST-MINDED MANAGER by John 








D. Staley. American Management Assn., 
1515 Broadway, New York 36, 288 pp., 
$6.75. 

Explains why continuous attention to 
costs is a key element of every executive's 
job. Shows how to establish an effective 
cost reduction and control program: spe- 
cific ways to control labor and mainte- ° 
nance costs, how work simplification and 
methods improvement produce savings, 
how cost data are collected, analyzed and 
acted upon. 


THE POWER OF INSPIRED SALESMAN- 
SHIP by Millard Bennett. Frederick Fell, 
Inc., 386 Park Ave. S, New York 16, 269 
pp., $4.95, 

Shows how to apply personal power to 
actual selling and explains how to increase 
earnings through careful self-development 
and “self-sell.” 

INTRODUCTION TO BUSINESS ENTER- 
PRISE by Wayne L. McNaughton. John 
Wiley & Sons, 440 Fourth Ave., New York 
16, 538 pp., $6.25. 

An introductory textbook on business 
for students in their first or second college 
year. Covers such fields as the forms of 
business ownership, financing, offices and 
equipment, management, personnel, pro- 
duction, marketing and business law, as 
well as the more philosophical aspects of 
business. Useful to anyone who would 


| improve his general economic literacy. 


CHECK SMART, KNOW YOUR CHECKS 
by Larry Longhway. Business Protective 
Assn., 617 SW 3ist St., Oklahoma City 
9, 50 pp., $1. 

The correct and incorrect ways to write, 
handle and cash checks. Cartoons show 


| situations that develop when people are 


| careless. 


Suggests three major ways to 


| stymie the forger and check kiter: write 


| checks 


carefully, handle checks 
cash checks cautiously. 


safely, 
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reproduce this baby right in your office! 


(by mimeograph) 


it’s child’s play to print any photograph, office 
form, art work, literature—printing of any kind 
with the revolutionary new Super Rex-Rotary 
(D-490). This rugged, fully automated Super 
Rex is constructed on principles of a printing 
press. Non-leaking printer’s paste ink is auto- 
matically fed and evenly distributed to its 
dual cylinders, producing uniformly inked 
copies of unequalled clarity. 

The incredibly accurate preci- 

sion-register makes sparkling ® 


multi-color work easy. And the Super Rex can 
even collate while you print. (J) The astound- 
ing Electro-Rex electronically etches any 
Original onto an inexpensive mimeo-stencil* 
for producing thousands of copies. Buy or 
lease one or both and do your professional 
printing for pennies. Call your nearest fran- 
chised Rex-Rotary dealer today, or write: 
REX- ROTARY DISTRIBUTING 

y CORPORATION, 387 Park Avenue 

= South, New York 16, New York. 


TO REPRODUCE A BABY OR ANY OTHER HALFTONE IN 
MY OFFICE. ( OR SEND ME THE ASTOUNDING FACTS 


a FIRM 
ADDRESS . — —_- 
ZONE____STATE 


For More Information Circle No. 431 
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Buy the great new Venus Velvet... 


Venus’ 100th Anniversary Offer! To yet this $7.50 
dictionary free, just buy 3 gross of the new Venus 
Velvet pencil from your stationer. 

That’s all you have to do. 

You'll get both the dictionary and the Venus pen- 
cils (in your choice of either No. 2, No. 224 or No. 3 
degrees) for the regular price of the pencils alone! 

We are making this unusual one-time offer to 
introduce you to the new Venus Velvet with amazing 
formula V-5 lead. 

What is formula V-5 lead? It’s thestrongest, most 
durable lead ever developed. It’s so strong that it can’t 


break while you’re writing. It stays sharp longer, 
keeps writing more legible, so there’s less chance for 
clerical errors. It reproduces clearly on office copying 
machines. And it comes in 5 degrees to handle every 
office writing need. 

This 1961 edition American College Dictionary by 
Random House has 1,472 pages containing 132,000 
definitions ...special sections on letterwriting, gram- 
mar, punctuation ...300 spot maps not found in other 
dictionaries. Its pages are thumb indexed, and bound 
in a sturdy 7”x10” buckram cover stamped in 23 
karat gold. 


For More Information Circle No. 472 
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Bennett Cerf, Pres. of Random 
House, and famous TV panelist, 
says: “I think we’ve made this the 
finest, most authoritative desk 
dictionary published in the U.S. 

“Compare it, feature by feature, 
with your old dictionary. I think 
you'll agree it’s a wonderful, neces- 
sary addition to every office.” 
Limited time only. This generous anniversary offer 
can be made for only a short time, so send the coupon 
at right to your stationer today! 





: Fill out and order from your stationer 
> Mr. Stationer: Please send the following 


Anniver y Packages 
$ Velvet penc cils at regu- 





No. 3557D (each contair gross Venu 
lar price —in sa 








e degree —-and Free Dictionary). 
__Anniversary packages, No. 2 (Medium Soft) Anniversary 
packages, No. 2% (Firm) —~Anniversary packages, No. 3 (Hard) -< 
COMPANY NAME 
ADDRESS - - 
cITY = STATE 








ORDERED BY 





THE OFFICE— 


For More information Circle se. 472 
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There is a 
long row of 


KNOW-HOW 


behind every 
Smead-developed 
product 





co 


QUALITY IS THE RESULT 


OF A CONTINUING PROCESS OF SCIENTIFIC RESEARCH 


. and in Smead Expanding Products and Filing Supplies quality 
encompasses attractive paper with wear-resistant finishes; adhesives 
that really stick; long-wearing cloth; visibility-proven inks and the 
highly developed skills to construct products which make it so 
much easier for you to file and find your papers and records. 

Ask your Smead dealer to let you examine a Smead Expanding 
Product or one of many functional Filing Supplies. You will 
recognize a quality product ... quality represented by over fifty 


Ak years of continuing research in the production of the very best 
FILING EssENTIALS. 
mead Write for Brochure on 
“How to Berrer OrcGAnize Orrice Recorps”. It’s new and free. 


FILING ESSENTIALS 
SmMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA 


CHICAGO LOGAN, OHIO LOS ANGELES 
For More Information Circle No. 461 
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Yet NEVER 





Dries on the Ink Pad! 


Klean Write Super Emulsion Duplicating Inks! 


Klean Write Super Emulsion Inks will 
revolutionize stencil duplicating! Run 
your finger over the copy as it comes 
from the machine—absolutely dry! No 
slip sheeting, no blurring, no soaking 
through! And yet, the ink can NEVER 
dry on the ink pad! 

You've never seen anything like it 
Copies as dark, sharp and clear as you 


get from offset printing ... and that 
holds true whether you make 15 copies 
or 15,000 because Klean Write Super 
Emulsion Inks cannot damage your 
stencils. 

A chemical miracle from the research 
laboratories of the Frankel Manufac- 
turing Company, world leaders in du- 
plicating supplies for 55 years. 


In Liquid, Semi-Paste or Paste form, for use on any duplicating machine 


NO. 726-SE LIQUID INK, pocked e-f 
oH rotary mimeograph $2.7 
NO. 200-SE SEMI-PASTE INK, pocked e tubes, for 
use Roneo mimeograph machine 4 late model A.B. Dick 
hines with paste ink drums. $2.90 It 
NO. 100-SE PASTE INK, pocked in tubes designed specif 
to fit Gestetner, Rex Rotary and all other silk screen dug 


FRANKEL 


MANUFACTURING CO. 


285 Rie Grande Bivd. - 


651 


Denver 23, Colo. 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
I 
| 
| 


C 


Crystal Copy Corporat 


See you at the NSOEA convention 


© 4 West 16th St. « New York. New York 


Frankel Manufacturing Company 


285 Rio Grande Bivd. Denver 23, Colorado 


Please send me a trial order of Klean Write Super Emulsion Stencil 
Duplicating Ink. If Laem not completely satisfied | will return the un 
sed portion of the jer and remit no payment 
Check One: 
Klean Write 726 SE Liquid Kiean Write 200 Sk Semi-Paste 
Quantit it Quantity Ibs 
Klean Write 100 SE Paste Ink 
Meke of duplicator 

Quantit Ib 
Nome 
Firm Name 
Address 
City Zone State 


in Chicago. Look for us in Booth 42. 


For More Information Circle No, 251 
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Researching tomorrow’s masters 


S the demands of business machine automation grow more exacting, 
supplies — such as master units — must meet the increasingly higher 
performance standards of complex electronic equipment. 

Columbia—a leader in the developmemt of carbon papers, ribbons, du- 
plicating plates and supplies—has long supported an intensive program of 
scientific study to assure you the finest products. Based on this premise, 
Columbia Research and Development will continue to set the standards of 
the business writing supply industry. For information about how Columbia 
products may help you, write: Columbia Ribbon & Carbon Mfg. Co., Inc., 
116 Herb Hill Road, Glen Cove, N. Y. or Columbia Ribbon & Carbon Pacific, 
Inc., Duarte, Calif. 


RIBBONS « CARBONS « DUPLICATING SUPPLIES 
RELY ON THESE FAMOUS BRAND NAMES: CLASSIC « COMMANDER + MARATHON © PINNACLE 
RAINBOW «+ SILK GAUZE + COLUMBIA M-50 + COLUMBIA PF-75 + ACCOUNTANT SPECIAL 
PLASTISOL F-100 - COLITHO OFFSET » READY-MASTER SPIRIT 
For More Information Circle No. 469 
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BUNN machines tie any shape 
or size 10 TIMES FASTER 


Wherever there’s a volume bun- 
dling job to be done—in offices, 
publication firms, lettershops—a 
Bunn Tying Machine cuts time 
and costs. 


Mail, packages, cartons, news- 
papers... virtually anything can 
be tied 10 times faster with a Bunn 
Tying Machine. 


This slip-proof, tamper-proof knot ") 





always says, ‘Tied by Bunn.” 
PACKAGE 


TYING MACHINES 


for over 
half a century 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-91, Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. ; 





Adjusts automatically to various 
package shapes and sizes... pro- 
duces a neat, tight, slip-proof 
knot. Average unit tying time: 
114 seconds! 


Call your Bunn Representative today 
for complete details. Or, use the 
handy coupon below. 


No obligation. & 


FREE BROCHURE We 













i ase 

' B. H. BUNN CO., Dept. OF-91 

: 7605 Vincennes Ave., Chicago 20, Ill. ' 
§ Please send free brochure which illustrates how we § 
: may cut costs with a Bunn Package Tying Machine. ; 
! Name 1 
i] 4 
, Company : 
§ Address__ ! 
‘ ) 
S Cin Zone State : 

For More Information Circle No. 231 
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A single machine that applies 
all types of address labels? 


Wide-strip, narrow-strip, continuous pack form, cut or indi- 
vidual labels! All applied automatically to a wide range of 
printed pieces at cost-cutting high speeds (up to 16,000 per hour). 
No matter whether labels are pre-addressed from punched 
cards, magnetic tapes, plates, stencils or other addressing 
systems. Or whether you mail small postcards and envelopes 
... middle-sized pamphlets and brochures... or larger maga- 
zines, catalogs and quarter-fold tabloids. All handled by the 
compact easy-to-operate Cheshire Model E. 


CHESHIRE Write for 


TT tete)-1-10) -)-ba 4.) descriptive brochure. 





Dept. O-9, 1644 N. Honore Street, Chicago 22, Illinois 
For More Information Circle No. 468 
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Design for a Travel Bureau Executive 


Your company is judged by the office you keep... 


The first impression is a most important impres- 
sion! Cole Steel office furniture will create the 
office you want—the impression you want to give. 
By its rich look, by its integrity of design, Cole 
instantly tells of quiet good taste. Cole equip- 
ment creates an atmosphere of comfort and 


luxury that will impress your visitors and make 
your office an inspiring place to work. See for 
yourself why Cole Steel is so far ahead in the office 
equipment field. Free: send for our latest full color 
catalog...today! Cole Steel Equipment Co., Inc., 
Dept. 27, 415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY « CHICAGO ¢* PHILADELPHIA + LOS ANGELES 


SAN FRANCISCO ® HOUSTON ¢ ATLANTA ¢ TORONTO, CANADA 


For More Information Circle No, 42% 











curtis-young 
makes and sells 
every type 
of inked ribbon.. 


} ~~ 





RIBBONS 


Made of SILK, NYLON, COTTON, PAPER, FILM—for TYPEWRITERS, TABULATING, BOOKKEEPING, 
ACCOUNTING, TELETYPE, ADDING MACHINES, CASH REGISTERS, COMPUTERS, CHECK PROTEC- 
TORS, TIME CLOCKS, DATERS OR ANY OTHER MACHINE OR DEVICE REQUIRING AN INKED 
RIBBON .. . in every color and inking for offset, hektograph, photographic or thermal copying. 





Specialists In: Supplies for Liquid Process Duplicating ¢ Master Units ¢ Spirit Carbon e Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines e Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 
e Also makers of the Famous Copy-Right and Stand-By Copyholders 


For More Information Circle No. 464 





COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDCMENT—SINCE 1895— 110 WEST 18th ST., NEW YORK I], WN. Y. 














BE EME PEGE ME PEE REUEE Wt Gi INU. “Tet 


Entirely NEW CONCEPT in Office Machine Stands... 


Design — Construction — Performance — Value 







NEW! .~ — 
MODEL , 
6000 


New Concept In: 
e STRENGTH & RIGIDITY 
e MACHINE SAFETY 

¢ OPERATOR COMFORT 
e RETRACT-A-BILITY 

¢ PORTABILITY 

e¢ STAY-BILITY 








A 


f 
MODEL @) extra HEAVY STAND for 





many types heavier, elec- 

8802 trically operated, office PAN TOP OFFICE MACHINE 
machines. Square, tubular STAND — Versatile 1542” 
legs. Solid steel top, under- square pan. Square tubular 
coated for sound-vibration legs. Modesty Panel. Re- 
abatement. tractable casters. 





Write for NEW ‘61 Catalog 


TIFFANY® STAND CO. 





7350 FORSYTH * ST.LOUIS 5, MO. 


For More Information Circle No, 479 
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A HANDSOME 2 PEN NOBLOT DESK SET WITH JET BLACK BASE 
PLUS % GROSS OF MONGOL PENCILS WITH DIAMOND STAR’ LEAD 
See what this Combination Package holds for you: 


HANDSOME TWO-PEN NOBLOT DESK SET. A new 1 GROSS MONGOL PENCILS WITH NEW “‘DIA- 
concept in desk ball pen design and economy MOND STAR" LEAD, Choice of 2 or F Degree. 


Keeps ball pens on the desk—where they belong! Unbelievably long writing mileage! 


ynal f ! 
Full-length 534” NOBLOT replaceable ink Exceptions! point strengiht 


cartridges! Silky smoothness! 

Two chrome-trimmed NOBLOT pens: blue ink, Jet black writing! 

red ink! 9 Uniformity of degree! 

A necessity for every desk! Famous Pink Pearl eraser! 


Don't miss this opportunity to stock up on quality pencils and acquire handsome desk sets for your 
office—both for one low price! See your stationer for this outstanding combination package now! 


G EBERHARD FABER 


pila aa Ouallj in wri J 
om mop U8 Oe OF One Ore Comeee / Co 


Whikes-Barre, Pennsy!ivania-New York-Toronto, Canada 


For More Information Circle No. 230 
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New York Airways, inter-airport helicopter 
service, has reduced the time required to 
prepare customer tickets up to 75% with 
Burroughs 202 Ticketeers. An agent at the 
Wall Street terminal prepares customer 
tickets by inserting a metal plate contain- 
ing such data as origin, destination, fare 
and tax. Pulling a handle produces the 
ticket and complete auditing information 
as a by-product. 


Finalists in the National College Queen Contest sponsored by Smith-Corona Marchant, 
Inc., are shown during the typing portion of the contest. Standing left to right are Ann 
Frandsen, Bonnie Shafer, Pat Weaver, Marsha Lynn Thompson, Eunice Marie Young 
and Kathryn Kormondy, Seated left to right are Katie Brown, Marsha Diane Moode, 
Lynn Vinocur, Patti Lee Bledsoe, Marcia Olen, Gayle Elizabeth Harmon. Miss Weaver 
won the national title, with Miss Schafer and Miss Thompson placing second and third. 
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Paymistress Rebecca Beatrice of Pitney-Bowes, Inc., sorts thousands of vacation checks 
for employees. This year, under a liberalized policy, about one-third of all personnel 
will have three or more weeks’ vacation. 


The new nation of Nigeria is teaching many students basic clerical abilities, such as 
typing. The project, being carried out jointly by Nigeria and a field team from Ohio 
University, is now training teachers to pass along these abilities to future commercial 
students. Lillian Barbour Turner of the Ohio team is shown giving instruction on 
Royal typewriters. 














Mosler’s 
New York 
Office 


Mosler Safe Co. 
has moved to new 
headquarters in 
New York occupy- 
ing 23,250 sq. ft. 
on three floors at 
320 Park Ave. Vis- 
itors to the ground 
floor showroom 
see this giant repli- 
ca of a vault door 
opposite the en- 
trance. 





1" 
I 


Night view shows safe, record and filing equipment displayed to passersby. Executive 
offices are on the 18th floor, the New York office is immediately below showroom. 


weer 


—— 


— “ ~ - ™ cd 
ed A The receptionist is 
geek Feo (ae surrounded by dis- 
ai. plays of safes 
grouped around 
three carousels, 
two of which are 
shown here. Deco- 
rator colors and 
plants point up 
other equipment. 


Prrvee.| 
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~4 


















A ruler, the width 
of a ledger page, 
with column head- 
ings mounted on it, 
helps employees at 
York-Shipley, Inc., 
York, Pa., read 
long columns of 
tabulated figures at 
any point without 
having to run their 
finger up the col- 
umns to see which 
headings they are 
under. 





Burroughs fluorescent check sorter (right), one of two experimental machines retired by 
Meadow Brook National Bank, West Hempstead, N. Y., was replaced with a Burroughs 
MICR Magnetic Ink Sorter-Reader (left). Operating the sorters are Linda Mirabelli 
and Jacquelin Cremin. Stacks of checks in foreground compare the number of items 
sorted by the old and new equipment in one minute: the one at right contains 750 checks, 
the one at left, 1560. Work is done by a night staff and returned to the bookkeeping 
department the next day. 
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Builder’s 
Own 
Office 
Building 


The new office 
building of 
Joseph L. Mus- 
carelle, Inc., 
Maywood, N. 
J. was de- 
signed as a 
showcase for 
the firm’s con- 
struction _ busi- 
ness.. The esti- 
mating room 
features one 
wall, entirely 
of glass, which 
faces north. 














The one story Muscarelle offices are divided into nine zones for year-round climate 
control. 


Accounting and 
payroll depart- 
ments, and secre- 
tarial pool, are 
located on the 
south side. Com- 
munications and 
power lines un- 
der the floor can 
be tapped at con- 
venient places, 
even if offices 
should be rear- 
ranged. Recessed 
fluorescent light- 
ing supplements 
natural light. 








Intercom System 









Helps Ryerson 


Speed Communications 









To improve office efficiency, Joseph T. 
Ryerson & Son, Chicago, is using a Ring- 
Master Intercom installed by Scan-Am 
Co., McHenry, Ill. It provides hands-free, 
two-way communications between any of 
200 stations. Shirley Clark, secretary to 
the office manager, uses it to contact 
another floor of the five-story building. 


—_ 








Sales department has sending and receiving unit on each man’s desk, in addition to 
standard telephone which is kept open for incoming customer calls. (See page opposite.) 


64 THe Orrice—September, 1961 














Warts 


This central, automatic switchboard is the Merrily Bischof uses the system in the 
nerve center of the interoffice communi- _ firm’s filing department to answer requests 
cation system. for information. 


Men in the stock records department can immediately provide information regarding 
stock on hand to the sales department located on another floor. 


TTL 





Diebold Super Elevator Files for engineering data have helped the Air Force Logistics 


Command to reduce filing space from 25,000 sq. ft. to 5000 sq. ft. 


Data on missiles, 


airframe and engineering drawings are kept on 35mm microfilm mounted in punched 
cards. 


Microfilm Card Files Save Air Force Space 


Microfilm reader projects film insert in 
accounting machine card to base of reader 
for instant checking. Operator can retrieve 
card, insert it in reader, pick out desired 
information and refile it in less than one 
minute. 


Operator only has 
to press a button 
to bring one of the 
250,000 aperture 
cards to her finger- 
tips. By placing 
card in reader, she 
can readily check 
details visually. 
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“SCOTCH” Brand Double-Coated Tape “SCOTCH” Brand Tran 


“SCOTCH Brand One pen 
Double-Coated Tape does ‘'S 
mounting jobs in seconds, Tre 
requires no drying time! Sez 

Works like glue in handy lopes, meni 

ribbon form. No spills, holds 8 rot 

spots or wrinkles. Easy notes! Depe 
to use—there’s no liner parent. Cc 

to remove. The neater, without t 

faster way to splice telescope 

papers, mount displays, sticks ata 
assemble policies. 





Transparent Tape “SCOTCH” Brand Magic Mending Tape 


e penny’s worth of ‘““SCOTCH"’ Brand Magic Mending 
‘SCOTCH"’ Brand Tape is the only tape that’s 
Transparent Tape practically invisible! Its no- 
seals 9 bulky enve- glare backing lets you read 

es, mends 8 torn checks, through it. Looks white on the roll, 

s 8 routing slips or 17 but when pressed down on paper 
es! Dependable... trans- it almost disappears. And you can 


arent. Comes off the roll write on it with pen, 

ithout breaking, never pencil, ballpoint or type- 

lescopes. Quick, neat— writer! Resists moisture, 

icks at a touch! too. Perfect for mending torn documents, records, 
file copies, punch cards—lasts as long as the 
paper it mends! 
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STICKY ON BOTH 3/083 / , 
Dee ee a eee 


“SCOTCH” Brand Dusting Fabric 


Dusting “SCOTCH" Brand Dusting 

: : Fabric works so fast it makes 

> anne » dusting almost fun! New 

IS easier 

lions of tiny dust traps, 

the War picks up dust and holds it 
ri ver F p ho! 

Uilall C vC] .. . leaves no trail of lint 

marthe most delicate surfaces, 

yet is tough and resilient— 

highly absorbent sheets can be used over 

and over before they're thrown away. Keeps 

hands clean, too. Ideal for desk tops, cabi- 


‘“‘wonder” fabric, with mil- 
! ” and oily film. Can't scratch or 
10 _ 
before 
nets—anything around the office. 


Make sure you have these “Scotch” Brand office helpers in your office. Call your “Scotch” Brand supplier toda 


SCOTCH 
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eaoceeeeo G00 


| i) 
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Cal ‘‘SCOTCH"’ Brand Typewriter 
Cleaner lets you type 
the dirt away! Use like 
paper—just roll sheet 
into typewriter, set machine 
to stencil and strike each key 
several times. That’s all you 
: : do! No stains, no spatters— 
r\ Hine hands stay clean. Comes in 
. — perforated sheets (tear off 
used portions and save the rest). Clean type 
on other office machines, too, for less than 
5c per cleaning! 


new rii wy 


eys Dy 
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' 18 A REGISTERED TRADEMARK OF 3M CO,, ST, PAUL 6, MINNESOTA 


Mitwnesora ifinine ano )fanuracruaine company 


... WHERE RESEARCH 18 THE KEY TO TOMORROW | 








SADA 
for 


<r duplicating 


Sada Sprint 

This unique spirit duplicator reproduces 
any typescript, manuscript or drawing in 
one or more colors 


Sada Replic 

Compact in dimension but full-size in 
results, this modern stencil duplicator 
is hand or electrically operated 


Sada Reporter 

This electrically-operated automatic sten- 
cll duplicator has exclusive money-saving 
features 


ype 


Sada Sprint ! 


j 


L 





] 
1 


Sada Reporter 


l 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 


For More Information Circle No. 378 
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Sada Replic electrically operated 
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The FLAGSHIP Line of metallic back car- 
bon papers has earned its number one rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and 
the non-slip and ease of handling features that 
only FLAGSHIP provides—all at no extra 
cost! Ask the dealer who has a FLAGSHIP 
franchise and he’ll tell you that with 
FLAGSHIP you'll sell more carbon easier 
than you ever have. And repeat orders go to 


Visit us at booth $136 | 


Te i every 1 finish 
and first in quality Sot every duplicat 


es 
# 






you because your franchise is protected. 

But FLAGSHIP is only a part of a broad 
line of fine Allied products—for every dupli- 
cating need from orange diazo carbons, a 
complete line of spirit products, to fluid- 
eradicable ribbons. 

The franchise may be open now in your 
vicinity. 

Write today for more information on how 
to make your carbon and ribbon sales an 
important profit producing source for you. 


ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 467 
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your complete line 
money-makers: 


itemizing cash registers 
adding machines e safes 






















Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS = and more 
PROFITS! °* 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s _business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 


able! 






It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


Fes Se SS SSS SSF FSS S88 FSS SS FSS S88 SS S282 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N, Y. 


Gentlemen: 

Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna-Joeli 


JOELI fireproof safes, of 


revolutionary new design, Dealer. 
sweep the world with fan- 
tastic sales success. Several Ee ee eI PSP Te beet SRN AE CLES 
sizes and models available. 
oo. DASE EAB ive Meta Pete pAb aS en E yt SN RNs | ar dad 
In Canada: Regna Cash Registers of 
Canada Ltd. CITY 
eee Witteset Gica 9 CIE see esvesssesevessecesrccesessacrenscoresedsunaeuvensveses 
OUTSIDE CONTINENTAL U‘S.: 
Jorgen S. Lien, Box 522, Bergen, Norway RUUD eek awea sees ws euthavetoees BE. vavkaeter deck eettscet ens 


For More Information Circle No. 473 
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The New MANUAL 
OF BUSINESS 


FORMS 


A Valuable Guide for: 


e OFFICE EXECUTIVES 
e SYSTEMS ANALYSTS 


© DATA PROCESSING 
DIRECTORS 


e PURCHASING AGENTS 


Shows how to design and use the tremendous number of forms constructions 
available today. All are described so that you can choose the best type for 
any particular system or operation. Time studies of forms processing operations 
pinpoint the basic scappcte. ta and disadvantages of the different constructions. 
There are chapters on envelopes, tags, paper used in forms, carbon and carbon- 
less papers, forms handling equipment, pegboard forms, salesbooks, stock forms, 
duplicating masters, check forms and magnetic ink, punched cards and auto- 
matic data processing forms. 





FORMS MANAGEMENT is covered in a THIS MANUAL OF BUSINESS FORMS contains 
chapter containing all new material. It 236 pages with over 170 charts and illustrations, 
tells how to organize and operate a including 100 pages of informative advertising 
forms design and control program, how 
to buy forms, how to report accomplish- 
ment to management, when and how to f supply. $4.50 a copy postpaid to U.S. and 
buy or print your own forms. possessions, Order your copy today! 


to guide the reader in locating the best sources 





OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 

Please send me copies of THE MANUAL OF BUSINESS FORMS at $4.50 a copy, 
postpaid. [] I enclose remittance. [] Send invoice 

Name 

Company 

Street 

A Conan eee << , Zone State 





ON DISPLAY WITH OTHER TEMPO PRODUCTS — NSOEA-CHICAGO — SEPT. 23-26 


This great 


paste ink... 
gives you copies 
with the quality look 
of fine printing 


Hard to believe the results you can get 
with your present duplicator when you 
switch to Tempo Jetdry Ink. Beautiful 
copies even on bond or offset papers— 
without slipsheeting! And—you can run 
both sides of the paper and get equally 
fine work. 


The secret of this fast-drying ink— 

J ETD RY made exclusively by Tempo—is that it 

: does not penetrate the paper as most li- 

PASTE 3 quid inks do. Impressions merely “kiss” 

the paper surface as incommercial print- 

ing. Result: no fuzzy type—copies are so 

IN K clean they look like individually typed 

‘ sheets. In fact, you can match up the 

printing on your own typewriter. And— 

because it’s in paste form, Tempo Jetdry 

is so much cleaner to use. Economical, 

too— you get thousands of extra copies 

per pound; also, big paper savings when 
you run two sides. 

Pin coupon below to your letterhead and 

mail today for FREE FOLDER con- 


taining complete information about this 
amazing new ink. 


TEMPO 


America's highest quality & most complete 
line of stencil duplicators & supplies 


i 1 
| MILO HARDING CO. | 
| 186 Tempo Bldg., Monterey Park, Calif. | 
| Please send full information about | 


| Tempo Jetdry Paste Ink 


a J NAME. nnessesenesnnennentnntnetnnnnninnnni 
I iis cis cniclnionrieiaceadasiigmpsid sli | 
ES ee 


| 
| MAKE AND MODEL OF DUPLICATOR USED | 





©1960, MILO HARDING COMPANY 1 
sini Game eens snide ais aks els tots ans oat ae anes aaatirenaas asta 


MILO HARDING COMPANY — Established 1904 — Monterey Park, California 
Los Angeles ¢ Pittsburgh « San Francisco « Washington, D.C. Mexico D.F. and dealers everywhere 
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with SNAP-APARTS and CONTINUOUS FORMS 
from INTERNATIONAL BUSINESS FORMS 


With International Business 
Forms, you're sure of: 


QUALITY PRINTING, produced 
on high speed rotary equipment. 


COMPETITIVE PRICES and 
LIBERAL DEALER DISCOUNTS. 


DELIVERY PROMISES you can 
count on. 


FAST QUOTATION SERVICE, 
24 hours or less if necessary. 


EASY-TO-USE PRICE LIST. 


TODAY TO NEW DEALER DEPT. 1 FOR COM 


>LETE INFORMATION — NO OBLIGATION, OF COURSE 
INTERNATIONAL BUSINESS FORMS 

> — NCORPORATED — 4 

1600 E. 26th St. e Little Rock, Ark. 





SSHSSSOSHSHSSHSSHSHSSHSSSEHSEHSSSEHEHEC HOCH EEOSESOCOCEOOCOCHOOSESECOCESEEE 
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SNAP-APARTS 

International Snape 
apart forms have been 
a standard of quality 
for years. Fine printe- 
ing, snap-apart just 
right. 





CONTINUOUS FORMS 


Line hole punched 
tabulating; pasted or 
stapled-up to 10 parts. 
International quality— 
at the right price. 


REMEMBER - - 
We sell through 
DEALERS ONLY 


never direct. 
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2 MILLION 
ACCOUNTING CLERKS* 
RELY ON US__VET 

they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately . . . clerks work better and customers stay happier .. . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 
Kimberly» Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 465 


~ 
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introduces America’s most 
efficient desk Calendar 


JUCCESS 


\b MAXIMUM 
‘ WRITING SPACE 


MINIMUM 
* DESK SPACE 


















No. 21—A combination memoran- 
dum pad and appointment Calendar. 
Combines all features of other fine 
SUCCESS Calendars, plus far more 
— aes writing space. 

— PRICE: $325 
A new King-Size SUCCESS Desk Calendar designed to meet the 
demand for a larger book style Calendar... provides the maximum 
writing space required by many busy executives and office 
personnel, yet takes up the least possible desk space. Really two 
Calendars in one. Each Page has more usable* 


writing space than the standard 5 x 8 Calendar. 


*Below the arches on the arch type... below the printing on the flat type. 





COLUMBIAN 747 WORKS, INC. 


2300 WEST CORNELL STREET © MILWAUKEE 9, WISCONSIN 





WRITE FOR NEW CATALOG 


D8 OEE RS. BG SARS RE SEER 6 ME —— 


A ‘MIRACLE OF AUTOMATION | 











| SPIRIT DUPLICATOR SYSTEMS MACHINES | 





A“QNE-WRITING SYSTEM” 
WITH ELECTRONIC SELECTION 


IN Voic ING 






NO MORE 
masks or blockouts 


NO MORE 
double or triple 
runs for tickets 


NO MORE 
manual selection 
errors 


NO MORE 
accuracy worries 


ask your systems consultant. 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 


ent oT COPY-CRAFT, INC. pept. 0€91, 105 chambers Street, New York 7, N. Y. BA 7-4150 


For More Information Circle No. 367 
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with ROL-DEX you get SPEED! 


because: 
@ records ROLL to the seated clerk 


all records are immediately accessible 
better control; easier supervision 
random reference is no problem 


no waiting for hidden, motor-driven trays 


fewer personnel can handle large volumes 
of records 


find out about all the other advantages of 
Rol-Dex equipment. It’s built to fit your system, 
For More Information - ; 2 . , . 
Sere tenors your form size, your volume, your space, you 
expansion plans. 


|) WATSON MANUFACTURING COMPANY, INC. 
: Zax Rol-Dex Division, Dept. 0-9, Jamestown, New York 
HROLC:OEX2 () Please send literature. 


SS - (] Have consultant call me for appointment (phone) 


| Name Title 


Firm 


Street Sa a ae eg 
a ee ee 


An over-the-counter look into the medical records room at Union Carbide Corp. 


Planning Files for a 


Skyscraper Office 


THOMAS WILDS, Records Administration Dept., 


Management Services, Union Carbide Corp., New York 


N 1958, our records administration 

department was asked to determine 
the files needed for a 50-story sky- 
scraper. The building going up in the 
heart of New York at 270 Park Avenue 
would bring together 4000 home office 
personnel then scattered in 14 Man- 
hattan locations. The building was to 
have an exterior of stainless steel and 
glass and an interior with movable 
walls and furnishings designed to blend 
function and decor. Our part in design- 
ing these furnishings gave us an oppor- 
tunity such as records managers often 
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seek but seldom find: a chance to com- 
pletely revamp our file equipment. 

The assignment called for answers to 
four major questions: (1) What was 
the scope of the problem and, what 
records and file equipment were on 
hand? (2) Since space in the new build- 
ing would be costly, could floorspace 
for records be reduced? (3) What types 
of files should we use? (4) How would 
we get the files into the new building 
and our records into them? 

We started with a complete inventory 
of all records and file equipment. We 


81 


























Typical central file room at Union Carbide Corp., New York 




















had to move fast because we wanted 
to judge the records at maximum ex- 
pansion before year-end transfer to our 
records center in Vermont. Four of us 
began the inventory Dec. 3, 1958 and 
finished Jan. 7, 1959, just as the record 
transfer started. We visited every room 
on 70 floors in all 14 buildings. As we 
came to each room containing records, 
we did three things: (1) put numbered 
tags on all file equipment to identify 
both equipment and the records therein; 
(2) recorded physical characteristics of 
each piece of equipment; (3) described 
the records drawer by drawer and listed 
their custodians. Altogether, we inven- 
toried 5170 files containing 18,360 
drawers. 

Our file equipment occupied 30,292 
sq. ft. of floorspace, enough to fill three 
tower floors in the new building. We 
could save much of this space by cut- 
ting back our records, though we could 
not expect the spectacular reductions 
that are often made when a records 
management program is initiated. Union 
Carbide already had a records retention 
program, and most of the New York 
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olfice’s inactive records were in our 
Vermont records center. Another factor 
inhibiting any major records reduction 
was the complexity of our records. Our 
inventory revealed dozens of central file 
locations, the largest containing 4% 
of our records and the average con- 
taining 1%. Records not in central files 
were in small collections scattered in 
hundreds of places. A full 25% of the 
records could be classified only as the 
personal working files of administrative 
and technical personnel. Some 13% of 
our file drawers contained no records 
at all: 7% were entirely empty and 
6% were occupied exclusively by non- 
record material. The 18,360 drawers 
contained 2500 records series in the 
custody of 950 persons who had to be 
approached through about 70 admin- 
istrative subdivisions. It was like dealing 
with 70 small companies all at once. 
During the first half. of 1959 we met 
with representatives from each of the 
70 administrative units, explained the 
overall problem and asked their co- 
operation in reducing records storage 
requirements. We showed them lists of 
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Union Carbide’s medical records room was originally planned for drawer files (at left), 
but finally equipped with shelf files (at right) as in the photo on page 81. 
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FILE EQUIPMENT 
5-drawer cabinets 
4-drawer cabinets 
3-drawer cabinets 
2-drawer cabinets 
l-drawer transfer cases 
Shelf file units . ; 
All others (card, plan, rotary, 
visible and other files, and safes.) 


TOTAL 





UNITS SQUARE FEET 
1,231 7,386 
2,408 14,448 
240 1,440 
444 2,664 
244 366 
4l 246 
562 3,742 
5,170 30,292 


Inventory of filing equipment on hand. 


their records broken down by drawers, 
pointing out duplicate records, empty 
drawers and drawers containing non- 
record material. Then we made recom- 
mendations for weeding and for addi- 
tional shipments to the records center. 
After the representatives and ourselves 
had reached an agreement, we prepared 
detailed lists showing just what record 
series to keep and the quantity and type 
of drawers or shelves they would re- 
quire. Each group received a copy of 
its list six months to a year before we 
moved. 

Most of the 70 groups were able to 
cooperate. Some had recently cut back 
their files and had to keep existing re- 
quirements. A few groups were expand- 
ing and had to increase their require- 
ments. When we were through with all 
the meetings, we had been promised an 
overall reduction in records of 26%. 
To allow for contingencies, however, 
we counted on a reduction of 20%. 

Having done all we could to save 
floorspace by cutting back records, we 
turned our attention to saving more 
space by increasing our file equipment 


84 


capacity vertically. The inventory 
appears at the top of this page. 

Obviously we could save space by in- 
creasing the proportionate numbers of 
higher capacity equipment—the five- 
drawer cabinets and shelf files. Ten 
five-drawer cabinets have 50 drawers, 
while equal numbers.’ of four,- 
three-, and two-drawer cabinets occupy- 
ing the same floorspace have 40, 30 and 
20 drawers respectively. But common 
sense told us that if personnel would 
not use all five drawers because of 
added height or for any other reason, 
then ten five-drawer cabinets might hold 
less than 50 drawers of records. For- 
tunately, the drawer-by-drawer inven- 
tory contained sufficient data to con- 
struct efficiency indexes for each type 
of cabinet: 


DRAWERS 
CONTAINING 
CABINET TYPE RECORDS 
5-drawer 87.1% 
4-drawer 88.6% 
3-drawer 87.5% 
2-drawer 85.2% 
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These figures indicated that the actual 
usefulness of a file drawer was about 
the same no matter what size cabinet it 
was housed in. Left to their own de- 
vices, our personnel had kept empty, 
or put only nonrecord material, in about 
13% of their file drawers regardless 
of the number of drawers in the cabi- 
nets. 

There remained one objection to five- 
drawer cabinets. Their interior drawer 
heights are low, about 10”, whereas 
four-drawer interior heights are higher. 
However, we found only one case where 
the records were too large for five- 
drawer files. There were instances where 
guides and folders were too high, so 
we made shorter file guides and folders 
standard equipment in our stockroom 
and asked all personnel to change over 
before they moved. The problem of 
drawer interior height, incidentally, is 
even greater in six-drawer files. This, 
plus reluctance to introduce another 
cabinet style, led us to avoid them 
altogether. 

Our decision to use more five-drawer 
cabinets was a major step in floorspace 
economy, but more economical was our 
use of shelf files. In our old buildings 


there were two installations of shelf 
files holding about 2% of our records 
and the new building was to have 25 
installations holding 15% of our 
records. This was done by searching 
our inventory for records that met our 
standards for shelf filing, then con- 
vincing the people who did the filing 
that shelf files were better for them. 
We believed that objections to shelf 
filing were largely psychological, and 
no system would work without the co- 
operation of its users. So we refused to 
install any shelf files without whole- 
hearted agreement of the people in- 
volved. 

Our standards for records suitable 
for shelf filing require that they be 
highly active, large volume case files 
or records filed in simple numerical or 
alphabetical order. Many feel that shelf 
files should be used for inactive, rather 
than active, records. We feel that in- 
‘active records should not be kept in 
any file, but rather stored in a shelf- 
and-box records center. Highly active 
records are the very ones that make 
best use of the easier access that shelf 
files offer. Our requirement for a nu- 
merical or alphabetical filing arrange- 


FILE EQUIPMENT 
5-drawer cabinets 
4-drawer cabinets 
3-drawer cabinets 
2-drawer cabinets 
Shelf files 

All others 


TOTAL 


UNITS SQUARE FEET 
2,000 12,000 
600 3,600 
50 300 
20 120 
280 1,680 
250 1,500 
3,200 19,200 


Estimate of filing equipment required. 
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ment may have been unnecessary, for 
we later found that certain subject files 
work well on shelves. 

By mid-1959 we knew the number 
of drawers required, how many would 
be converted to shelves, how many 
would go in five-drawer cabinets, etc., 
and we prepared an estimate of the file 
equipment needed, as shown at the bot- 
tom of page 85. 

This estimate, which included a pool 
of unassigned stock, turned out to be 
very close to the equipment actually 
installed. Thus our records storage space 
was reduced more than a third, from 
30,292 to 19,200 sq. ft., and the num- 
ber of file units was cut from 5170 to 
3200. 

Our specifications for drawer files 
require they be available in letter, legal 
and x-ray widths with all stan’ard draw- 
ers in these widths adjustable to three 
interior systems: compressor, sway di- 
viders, and hanging folders. Every let- 


ter and legal drawer is interchangeable 
with two half-drawers for cards, and 
the half-drawers are either fitted with 
channels or empty box drawers with 
removable trays for cards in four sizes: 
3x5, 4x6, 5x8 and tab. Cabinets have 
no locks, key locks or combination 
locks, as required. 

We use two types of shelf files: closed 
and open. Closed shelf files are all- 
welded units 3 ft. wide with shelves 
in fixed positions. Each shelf has a 
retractable door which can be locked. 
Letter and legal units have six shelves, 
large document and magnetic tape stor- 
age files have five shelves, x-ray units 
have four shelves. One letter or legal 
closed shelf file holds the equivalent of 
eight file drawers, though the unit it- 
self takes no more space than a single 
cabinet and can often be installed in 
tight spots where a cabinet won't fit. 

Open shelf files are simply bolted 
steel frameworks with notched posts 
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Punched card 
filing cabinets in 
the central tabu- 
lating room. 
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Drawer style filing 
cabinets combined 
with matching sup- 
ply cabinets and 
counter shelves. 


from which letter or legal shelves hang. 
Posts are spaced 3 ft. apart and shelves 
are about that wide, seven shelves high, 
so One unit accommodates the equiva 
lent of ten file drawers. We decided to 
use this equipment not only for files 
but for many of our small departmental 
libraries, and ordered all shelves with 
punched holes to make them _inter- 
changeable. This turned out to be help- 
ful in seven areas where we put records 
libraries in the same rooms, the 
same equipment being suitable for both. 

We originally had 562 file units of 
various descriptions other than drawer 
and shelf files. Most of this equipment 
was eliminated or substituted with stand- 
ard file cabinets, but some were too ex- 
pensive or troublesome to replace so 
we moved them as they were, in all 
numbering about 150 units and _in- 
cluding plan files, rotary files, visible 
files, safes, etc. 


and 


By late 1959 we were ready to specify 
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each individual piece of file equipment. 
The information developed from our 
records inventory included the name of 


each record series, names of persons 
using and those having custody of the 
records, number of drawers (after the 
planned reduction), size of drawers (let- 
ter, legal, or x-ray), lock requirements, 
shelf file requirements and special re- 
quirements. Translating this data into 
actual file cabinets was a complicated 
job involving enormous detail, and one 
we were happy to turn over to the in- 
terior architects responsible for the 
functional layout of the building. They 
planned banks of files as close as pos- 
sible to users and conforming to the 
numbers and types of drawers sched- 
uled. When they finished, there were 
over 400 file banks on the floorplans. 
Translating drawers into cabinets was 
one contingency we hedged against by 
planning a 20% reduction in records 
storage capacity rather than the 26% 
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promised. Allotting drawers for a given 
bank seldom came out even and a few 
extra usually had to be included. 

The next step was to list each file 
cabinet and shelf file in sufficient de- 
tail to order, receive and install it. The 
interior architect prepared a sheet with 
a single line for each cabinet. Columns 
were provided for every possible varia- 
tion in vendor, height, width, locks, 
card and other special drawers, shelf 
files, etc. Line entries were made for 
each file unit showing its distinguishing 
features by marks under appropriate 
columns. The file units were identified 
by three-part numbers which indicated 
where they were to go. For example, 
37-75-3 was the third cabinet in area 
75 on the 37th floor. Copies of these 
sheets were sent to vendors with pur- 
chase orders and additional copies were 
used as receiving and installation check- 
lists. 

Thanks largely to the painstaking 
preparation of the sheets, the right files 
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The closed shelf 
files at the rear of 
this office house 
customer records. 


arrived in the right place at the right 
time. Vendors placed a tag with the 
three-part number on each file, making 
them easy to identify as they came off 
the trucks at the new building. Here 
they were checked off the receiving 
copy of the sheets and marshalled be- 
fore freight elevators for distribution 
to each floor. At this point our movers 
took over. On each tag they affixed a 
pressure-sensitive label with two code 
colors indicating floor and major area. 
Then their men moved the cabinets to 
the floors and placed them as planned, 
ready for shimming and bolting. 

By this time the building was largely 
completed and almost ready for occu- 
pancy. Desks, shelving and many other 
furnishings were arriving daily to be 
installed in place according to our plans. 
Meanwhile, the movers were surveying 
our old quarters preparatory to moving 
personnel and records. 

Armed with floorplan layouts, rolls 
of pressure-sensitive labels and grease 
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pencils, they went from room to room 
carefully identifying everything to be 
moved. To the front of each file drawer 
they attached a label showing exactly 
where its contents were to go in the 
new building. A typical label might 
have red and blue border and white 
field. In the white field might be writ- 
ten 75-3A. The red meant 37th floor, 
blue meant the west half of the floor, 
75 meant a specific bank, 3 was the 
cabinet number, and A meant the top 
drawer. As they prepared and affixed 
labels, they prepared a list of every- 
thing to be moved, including all records. 
This list was needed to plan the num- 
ber of cartons allocated to each depart- 
ment moving and the number of men 
and vans required. 

A copy of the list was useful as a 
check on the records reduction program. 
We matched the quantities of drawers 
listed for moving against the capacity 
of each file bank. In the great majority 
of cases there was no problem, but there 
were instances where the movers found 
more drawers going to a bank than 
were planned. Usually this resulted 
from last minute personnel shifts, but 
sometimes, it showed that people had 
not had time to complete the records 
reduction promised. Such cases were 
individually investigated and the records 
in question were either destroyed, 
shipped to the records center, or re- 
routed to other file banks with unas- 
signed drawers. 


Just before the move, the mover de- 
livered cartons to the various depart- 
ments and helped them pack their rec- 
ords. After records were packed in car- 
tons, pressure-sensitive labels with the 
records’ addresses were peeled off the 
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drawer fronts and affixed to the cartons. 
When the move started, these labels led 
each carton directly to the drawer or 
shelf its contents were to occupy in 
the new building. 

The usual cartons held the contents 
of a letter or legal file drawer, but 
larger cartons were provided for records 
in hanging folders which presented a 
special problem because there was no 
practical way to predetermine which 
new file drawers should be equipped 
with frames for them. Our solution was 
to move each drawer of records with 
this type of folder intact on the frames 
inside an extra-large carton, and later 
transfer the whole works into a new 
file drawer. 


About half our employees moved in 
April, 1960 and the rest at scattered 
intervals throughout the year. Most 
moves were made over weekends, and 
employees were able to leave the old 
quarters Friday evening and report to 





Open shelf file of inactive tariffs. 
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Customer records on open shelves. 


their new offices Monday morning to 
find all their personal effects, supplies 
and records ready to be unpacked. 
Where employees took the time to come 
in on weekends to unpack, they literally 
started work at nine Monday morning 
as though nothing had happened. 

Major causes of difficulty were nor- 
mal personnel shifts and some depart- 
mental reorganizations that occurred 
after the records inventory but before 
the move. As we were informed of such 
changes, we adjusted our requirements 
accordingly. After the files were ordered 
in early 1960, it was too late to make 
adjustments except by substituting cabi- 
nets on the floor of the new building 
from the pool of unassigned units in- 
cluded in the total 3200. 

After the move a host of petty prob- 
lems arose, such as hanging folder 
frames which needed adjusting to new 
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drawers, lost keys to cabinets, attempts 
to file material belonging elsewhere, 
and innumerable questions arising from 
unfamiliarity with the new equipment. 
We tried to forestall such questions by 
distributing a booklet describing and 
explaining the equipment, but it turned 
out that personal visits were the most 
effective means both for introducing 
equipment and solving various minor 
problems. 


To insure that the reduction in 
records floorspace would be maintained, 
and assist our people in any problems 
connected with records, the records ad- 
ministration department used a follow- 
up program to review requests for new 
or different file equipment. Now, more 
than a year after the initial move, we 
are purchasing more than the initially 
planned figure of 3200. Present indica- 
tions are that we will add about 100 
file units a year, though at this rate it 
will take 20 years to reach the quantity 
we had in our old quarters. This in- 
crease is due to growth of certain de- 
partments and transfer of some records 
from outlying locations to New York. 
[he increase tends to be offset, how- 
ever, by continuing reviews of our 
records leading to reductions even be- 
yond what was attained when we 
moved. Three departments have about 
20% less records now than when they 
moved into the new building. 


Before the move, we had 5170 files 
occupying 30,292 sq. ft. Now we have 
3200 units occupying 19,200 sq. ft., 
saving 11,000 sq. ft. which is equiva- 
lent to a little more than one tower 
floor. Since this saving is in a modular 
building where walls are movable, all 
the space saved can be used. 
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A Production Control File 


That Knows AIl, Tells All 














T USED TO TAKE as long as five 

hours to track down the various 
components in production and tell a 
telephoning customer when his order 
would be delivered. Now one man can 
move six inches and get the complete 
story in ten seconds. That’s the result 
of changes in the production control 





cards 


side. 
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At left: Typing 
production order 
on a_ preprinted 


spirit master 


At right: Duplicat- 
ing blank colored 
with order 
data on one side, 
sketch on reverse 


PATRICK J. GALVIN 


system at Oak Mfg. Co., Crystal Lake, 
Ill., manufacturer of electronic compo- 
nents, with other plants in Chicago, 
Wisconsin and California. 

Nearly everything is custom built. 
Production control lagged far behind 
growth. A few years ago, orders were 
coming in from salesmen on corners 
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Sorting cards for distribution to the de- 
partments designated. 


of paper ripped from packages, or on 
envelope backs. William Bronkan, di- 
rector of production control and plan- 
ning and director of industrial engi- 
neering, reports: “I remember one order 
for 50,000 parts that came in on a 
scrap of canning paper. The produc- 


tion manager worked from such frag- 
mentary information and had the job 
of coordinating manufacture of the 
many parts funneling to final assembly 
at the same time. Now we have some 
300 jobs cycling every day, some for 
dozens of parts, some for thousands. It’s 


One card is a move and work order, 
accompanying the job through the plant. 
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a problem to systematize, but we have 
it to the point where one man really 
knows what’s going on and anyone 
else interested can look at the same file 
and comprehend the complete picture 
on any order.” 

Mr. Bronkan developed the system 
which now operates through Harry 
Beden, in charge of production control. 
It involves a schedule of loading all 
departments by Mr. Beden as orders 
come in; assigning priorities to all 
orders according to delivery dates with 
priority numbers corresponding to the 
52 weeks of the year, and a card form 
which includes all production and order 
data on one side and a drawing of the 
product on the reverse. 

Production orders are received daily 
from the office, but sales orders go 
through engineering where they are 
edited, typed and customer part num- 
bers changed to Oak numbers. Cus- 
tomer drawings go to engineering where 
they are redone so they all go to pro- 
duction control the same size. When 
orders are received, Mr. Beden checks 
the loading of his departments, sched- 
ules the work and changes the delivery 
date if mecessary, according to the 
workloads in his departments. He also 
screens orders for inspection require- 
ments, credit and other details perti- 
nent to delivery. 

The girls in Mr. Beden’s department 
then type a spirit master from the pro- 
duction order from engineering, as 
edited by Mr. Beden. The master, for 
use in reproducing the deck of cards 
which will control production of the 
order, has a row of numbers across the 
top which designate the departments in 

(Continued on page 295) 
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The Chase 
Office Tower 
In Manhattan 


NLY SUPERLATIVES can de. 
O scribe the new Chase Manhattan 
Bank Building in New York, for it is 
a building of superlatives: It houses 
the largest banking operation ever as- 
sembled under one roof. It is the 
largest commercial office building con- 
structed anywhere in more than 25 
years, (total gross floor area is 2,250,- 
000 sq. ft.). With a height of 813 ft., 
(64 floors above ground and five levels 
below), it is the tallest building built 
in more than 25 years, and the sixth 
tallest in the world. It has the largest 
air conditioning unit in any existing 
commercial building, the world’s largest 
bank vault, the world’s largest auto- 
mated check processing center, and the 
most modern business communications 
system. 

The office tower was recently occu- 
pied, but work on the total project, 
which will transform a total of 2% 
acres of valuable downtown New York 
property into a beautifully landscaped 
plaza, at a total cost of $120 million, 
will not be completed until 1963. 

Each floor of the tower is 106 ft. by 


Model shows the new Chase Manhattan 
Bank Building as it will look in 1963 when 
the plaza has been completed. Towering 
813 ft. above the street, it is the tallest 
building built anywhere in 25 years and 
the sixth tallest in the world. 

















The new building contains the world’s largest automated check processing center in the 
fourth basement. When fully operative it will process more than a million checks a day. 


280 ft., offering a total of 29,680 sq. ft. 
per floor. The bank occupies the six 
underground levels, the lower 37 floors 
and the 60th floor. The 38th through 


the 59th floors are rented. 

The vault is located on the fifth un- 
derground level, 90 ft. below the street. 
Built into the bedrock beneath the 


building, it is 350 ft. long, 100 ft. wide 
and weighs 985 tons. It is protected 
by walls of reinforced concrete 30” 
thick and by six doors, each 20” thick. 
Four of the doors weigh 45 tons, and 
two 35 tons, each containing several 
layers of protective materials. Built by 
Mosler Safe Co. from designs by Harry 


A specially designed table, occupying an entire room, is used for trading corporate se- 
curities. Its 16-position, 180-line telephone keylight turret can be expanded to 240 lines. 
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Don’t “job it out’- cut and 
drill paper in your own 

duplicating 

department! 












You will speed work, and 
save enough in time and 
expense to pay for this 
equipment quickly. 


Put in a Challenge Paper Cutter. Save the time, 
expense and extra handling of having your work cut out- 
side. Enjoy the convenience of your own cutter. Save on 
paper costs by running odd-size jobs from standard stock. 
Save duplicating time by running small jobs “several up.” 
Choose from a complete line of Challenge power and 
hand-operated cutters in sizes from 19” through 3012”. All 
can cut 2 inches or more of stock accurately in one stroke. 


Install a Challenge Paper Drill. Save the expense 
and inconvenience of “sending out for holes.” 
Drill through stacks of paper 2 inches thick in 
seconds — up to 40 times faster than hand 
punching. Use the same equipment to slit, slot, round cor- 
ners and punch cut outs. It will pay for itself in less than 
a year. Choose from a full line of Challenge paper drills 
in manual, pedal and power models. 


For literature, write Challenge or see your dealer. 


Challenge 


For More Information Circle No. 439 


THE CHALLENGE MACHINERY CO. 


Grand Haven, Michigan 
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Mail riding a conveyor to 
the mail department in the 
second basement winds 
around this spiral to prevent 
baskets piling up. The 
bank’s annual 26 million 
pieces of mail are handled 
by several dumbwaiters, 
mail chutes and pneumatic 
tubes in addition to the con- 
veyor system. 


Pape, assistant treasurer in the bank’s 
real estate department, the doors pro- 
tect valuables for the safe deposit, trust 
and bank sections into which the vault 
is divided. 

One of the most advanced electronic 
data processing systems designed for a 
financial institution is located on the 
fourth underground level. There, a 
check processing center which will 
eventually process more than a million 
checks a day from the bank’s 106 New 
York City offices is being put into op- 
eration gradually. Built around 11 





Security console on the 
ground floor connects the 
vault security system with 
signals, switches and circuits 
which control all the build- 
ing’s security systems. 
Housed in a_ bulletproof 
glass compartment, it is 
manned 24 hours a day. 

















RCA 501 and 301 computers, and 213 
pieces of associated equipment, the cen- 
ter will be fully operative by 1963. 
Yearly machine rentals will total $2.21 
million. 

A security console located next to 
the guardroom on the main floor makes 
it possible to monitor all security de- 
vices and mechanical equipment in the 
building from one position. It was de- 
veloped by American District Tele- 
graph Co., which supplied the entire 
alarm system for the building, in co- 
operation with the bank’s insurance 



































and protection department. The con- 
sole is housed in a bulletproof glass 
compartment and manned 24 hours a 
day. By maintaining a constant vigil 
over the red (alert), green (normal), 
and amber (mechanical trouble) signals, 
a guard can determine the general se- 
curity of areas under surveillance. 
Camera surveillance (TV) circuits 
connect the console with certain areas 
where securities and cash are handled. 
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security areas on some staff floors and 
all service floors. 

Private leased circuits link the con- 
sole to the ADT Co. central station and 
Holmes Protective Co. central station. 
This enables personnel of the two com- 
panies to monitor the various protec- 
tion systems and back up the bank’s 
night guard force directly from their 
service stations. 

Heating, ventilation and air condi- 


ae 
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This plan of an upper floor shows the huge service core necessary in a building as tall 


as the new Chase Manhattan’s. 


Thus a guard can keep them under con- 
stant visual observation. A_ security 
alarm circuit gives the guard control 
over the bank’s vaults. 

This automatic alarm _ supervises 
opening and closing of the vault doors. 
When the vaults are under full night 
protection, the alarm will go off at the 
slightest infraction of any change in 
routine procedure. 

Building service circuits and the 
emergency alarm system also supervise 
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tioning for 1 Chase Manhattan Plaza, 
the building’s official name, are pro- 
vided by the largest air conditioning 
system ever installed in a commercial 
office building. The machinery for the 
system, with a capacity of 9100 tons, 
is located on six floors devoted entirely 
to mechanical equipment, and on the 
roof which is equivalent to four regu- 
lar floors and also accommodates an 
incinerator which can consume 500 lbs. 
of waste an hour, an emergency gen- 
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Erase Without a Trace® 
by using A.W.Faber 


GRASER STIK 


The original pencil shaped grey eraser 
— always the best point for erasing. 





For generations Secretaries struggled with cumbersome 
erasers. They found it impossible to erase without leaving 
ghosts and sloppy strikeovers. 


Then A.W.Faber invented ERASERSTIK, a pencil-shaped 
white-polished beauty that opened the door to typing perfec- 
tion. With ERASERSTIK you erase without a trace. It lets you 
get into tight places to remove one letter without blurring the 
whole word. Sharpens to the point you prefer—blunt, medium 
or slender. Do you use this magic wand? Costs only 20¢ with 
brush, at good stationers everywhere, 





SAPHIR BRASS HAND SHARPENER # 4035 
works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. J. 


For More Information Circle No. 404 
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erator which will start automatically in 
event of a power failure in the area, 
and a window washing device which 
can travel around the perimeter of the 
building and be lowered 813 ft. to the 
ground. It takes a month to wash all 
8800 windows. 

To transport the building’s working 
population of 15,000 plus an expected 
10,000 visitors each day, there are 46 
elevators and 12 escalators. The con- 
course level will eventually provide ac- 
cess to three subway lines. 

The bank has a Direct Inward Dial- 
ing telephone system, one of the largest 
of its kind in the world. Located on 
the 33rd floor, the DID system has 
3500 extensions and can be expanded 
to 5000, half the capacity of a central 
telephone exchange. Calls to head of- 
fice staff members may be made directly, 
bypassing the central switchboard, and 
outgoing long distance calls are dialed 
directly. 


The 26 million pieces of mail re- 
ceived and sent each year are handled 
by a conveyor which serves all floors. 
All mail distributed in the building is 
placed in boxes and then put on con- 
veyor. A dial is set and each box is 
automatically ejected at its destination. 

Each floor has an attendant respon- 
sible for removing mail from conveyer 
trays, sorting, and distributing it. Their 
duties vary from floor to floor depend- 
ing on volume and number of depart- 
ments in each area. They are also re- 
sponsible for pick-up and dispatch of 
outgoing mail, interoffice and regular. 
The conveyor’s ability to handle rush 
or urgent items which do not contain 
currency or valuables eliminates many 
routine hand deliveries. Dumbwaiters 
are used to move credit files, cash let- 
ters and other material too bulky for 
the conveyer. Wire and transfer de- 


partments — as well as certain other 
areas which require speed in delivery 


Typing and transcription section which serves the trust department on the 23rd floor 


is a typical clerical area. 
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Permit No. 8 


FIRST CLASS 
Philadelphia, Pa. 



































Philadelphia 2, Pa. 


No postage necessary if mailed in the United States 
Bell & Howell Company 
1540 Wood Street, 


BUSINESS REPLY MAIL 
BAUMFOLDER DIVISION 


postage will be paid by 






















Hene’s What The Now 

Automatic 17% x 22% 

Pony Boumbolder Cox 

De! Yow Obbered hor 
only $786. 


@ TWO PARALLEL FOLDS 





@ FRICTION FEED 
@ UPTO 12 STYLES OF 
@ CUTS APART 
AND/OR SLITS 
e@ SCORES 
SHEET 
lel 174 
2 fold 
Check the attached card, FEEDS 
tear off and mail today Contin 
FEATU 
Comple 
Easy Terms Arranged and/or 
tional | 
into a 
trims in 
riages { 
' folding. 
i flectors 
| frame c 
' vibratio: 
Rollawa 
expandi 


MS 










SPECIFICATIONS 
SHEET SIZE: Nominal—17'4 x 2214; Maximum paral- 
lel 171% x 26; Minimum—4 x 5. PLATE FORMATION: 
2fold plates, with options up to 8 plates to handle all 
impositions. Can be tailored to your specifications. 
FEEDS AVAILABLE: Friction; Suction Pile; Suction 
Continuous 


FEATURES: The finest precision folding rollers made. 


Complete facilities for scoring, perforating, slitting . 


and/or trimming with flat or folded signatures. Op- 
tional pasting equipment can convert the Satellite 
into a complete bindery. Folds—binds (pastes) and 
trims in one continuous operation. Angular cross-car- 
riages for positive high-speed register on right angle 
folding. Newly designed folding plates and hinged de- 
flectors for rapid selection of impositions. Heavy 
frame construction for greater rigidity, freedom from 
vibration and complete retention of adjustments. 
Rollaway right-angle section may be added to handle 
expanding requirements 





THE NEW SATELLITE 
174% x 22% 
BAUMFOLDER-MODEL 4-4 








in the 

graphic arts industry 
—where folding 

is indispensable 


OVER 76% USE 
BAUMFOLDERS 


Businesses that depend on folding 
machines for their very existence— 
printers, bookbinders and publishers 
—know that Baumfolder is the fold- 
ing machine to depend on. Over 
76% own Baumfolders in sizes 
ranging from 14 x 20 to 44 x 58. Don't 
takes less than the best. There is a 
Baumfolder for your folding needs. 
With a reliable Baumfolder—the ma- 
chine that sets the folding machine 
standards for industry—you can have 
faster and more versatile folding. 


EASY TERMS AVAILABLE Only 10% down or your old folding machine as a liberal 
down payment—balance payable in up to 40 monthly installments. 


CALL COLLECT Write for more information about the wide variety of models and 
sizes of Baumfolders available. Or, better, why not call collect to LOcust 8-4470. 





BAUMFOLDER SALESMEN ARE 
SPECIALISTS — Years of experience 
have made Baumfolder men more than 
qualified to solve folding problems. 


—- 


BAUMFOLDER DIVISION / 
Bell 2 Howell bgp cad 
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metal desk trays speed paper work! 


Best friend in a busy office . . . Streamliner trays know the “‘in’s”’ and ‘‘out’s” 
of work flow, actually organize your paper work! Functional design lets you 
pick up papers easily. Labels for trays included. Need desk top space? Stack 
as high as you like with out-of-way metal supports. Streamliner trays:in a 
full range of decorator colors are used in more offices than anyother desk 
tray! Best for you, too! 
*See your local dealer for the complete 
line of “Secretary approved”’ 


Vole 


office accessories, or write us 
GLOBE-WERNICKE 


direct, Dept. X-9 Law” @ 
it THE GLOBE-WERNICKE CO. 


_ NORWOOD, CINCINNATI 12, OHIO 


For More Information Circle No. 405 
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This view of an 
office and recep- 
tion area shows 
the clean lines and 
modern _ furnish- 
ings. Painting at 
right is part of a 
$500,000 art col- 
lection which dec- 
orates the building. 





and have a large work volume 
serviced by pneumatic tubes. 

When the second phase of the build- 
ing project is completed in 1963, the 
space currently occupied by the bank- 
ing office will become an 800-seat au- 
ditorium. A cafeteria to serve 10,000 
meals a day will be opened on the first 
underground level. A vehicle ramp to 
enable trucks to enter the building, 
avoiding further congestion on_ the 
crowded surrounding streets, will also 
be in full operation. 

As a symbol for the building which 
would be more representative of the 
era than a cornerstone or a time cap- 
sule, the bank installed an atomic clock. 
Powered by a tiny pinch of cesium-137 
salt buried in the building foundation, 
the clock, a statistical rather than a 
temporal timepiece, indicates the 
amount of time which has passed since 
ground was broken. 

The building contains one of the 
largest art collections assembled by a 
commercial organization. Works rang- 
ing from primitive Americana to ab- 
Sstract expressionism 


are 


decorate private 
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offices and reception areas. The works 
come from all periods and all parts of 
the world. 

The building has been in the works 
since the early 1950’s when manage- 
ment began considering ways of deal- 
ing with the space requirements of an 
ever-increasing head office staff. After 
the merger of Chase National and the 
Bank of the Manhattan Co. in 1955, 
the problem was compounded. The 
head office staff of the resulting Chase 
Manhattan Bank numbered 8700 dis- 
tributed through nine buildings. 

Architects Skidmore, Owings & Mer- 
rill could design the 60-story tower 
building without setbacks because of 
the inclusion of the 2'2-acre plaza area. 
It is estimated the cost will total ap- 
proximately $120 million. 

The first departments moved in last 
Jan. 15. The moving operation con- 
tinued over weekends and at night un- 
til May 1. In addition to equipment 
and records, the move included shifting 
$32 billion in securities held by the 
trust department vaults in 
three buildings to the new vault. 


from. six 
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NSOEA Convention and 
Exhibit to Open in 
Chicago, September 23 





EW FRONTIERS of the office 

products industry will be the theme 
of this year’s annual Convention & Ex- 
hibit of the National Stationery & 
Office Equipment Assn., Sept. 23-26 at 
the Conrad Hilton Hotel, Chicago. 
More than 415 exhibitors will show 
new lines. Exhibits will be open Satur- 
day, Sept. 23, from 12:30 to 8 p. m., 
Sunday, Sept. 24, from Noon to 8 p. m., 
Monday, Sept. 25, from 2 to 8 p. m. 
and Tuesday, Sept. 26, from Noon to 
5 P. M. NSOEA has shortened this 
year’s meeting to four days instead of 
the traditional five. Time will be saved 
by running management and training 
sessions ‘as concurrent “Idea Exchange 
Fairs” in five sessions: 

Building Successful Sales Compensa- 
tion and Incentive Programs: prepared 
by Harbridge House, Business Consult- 
ants, Boston, a discussion of represen- 
tative patterns of sales compensation 
plans; consideration of compensation in 
relation to quotas, contests and other 
incentives; compensation and incentive 
programs from the management point 
of view. New research material will 
serve as the basis for this discussion. 

Transportation Cost Control: four 
cost control problems, on the dealer 
level—freight claims for loss and dam- 
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age; good transportation service: cor- 
rect routing; lowest rates and ratings. 

Dealer Advertising and Sales Promo- 
tion: presents the results of a survey on 
what dealers are doing in direct mail, 
newspaper, radio and special promo- 
tions. A panel of dealers will report 
on actual promotions to a specific class 
of customers, on specific products, and 
events, and seasonal promotions. A di- 
rect mail specialist will give a special 
presentation, and newspaper advertising 
will be handled by an expert. 

How to make Design Pay Off in Fur- 
niture Sales: Why have a design service? 
How can it be set up? How can a 
dealer use a manufacturer’s design 
service? Should you hire a designer 
or use a part-time designer? What is 
a designer’s role? How do you train 
a salesman in design, and to work with 
a design? How can the dealer and de- 
signer work with the architect? On the 
panel to answer questions will be large 
and small dealers, manufacturers, a 
dealer designer, a salesman, an archi- 
tect and a dealer’s promotion manager. 

Helping Your Husband Succeed in 
Business: a session for the ladies, led 
by Dr. Harold Gray, director, Michi- 
gan State University Center. Dr. Gray 
is planning a thought-provoking ses- 
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BOPIES +a | 


Photo: Naster 
X-200 


copies anything ... in seconds 
gives more dollar per dollar value 
than any other copier 





Big Handy Size: 9” 
throat takes 9” sheets 
up to any length. 


Unsurpassed black and white copies — sharp, clean, 
permanent — in seconds, for pennies! Improved new 
Photo-Master X-200 copies anything printed, typed, 
drawn or duplicated. Photographic accuracy looks like 
original copy, saves checking, prevents mistakes, speeds 
your daily work. 


Wo mix... Nofiz... Motz... Modeday 


New finger-tip lever instantly “automates” action in 
the pre-mixed developer cartridge . . . automatically 
fills tray . . . automatically drains developer back into 


cartridge when your copy is made. Developer keeps Write 











fresher, cleaner, lasts up to 4 times longer. for 
name 

More “do” per dollar: Small “Desk-companion”: of 

Everything expensive but the Easy to carry, too. Only 12” deep, 19” long, your 

price. Compare it with all 7V2" high . . . and so beautiful! Deluxe 

others . . . you'll buy X-200! design. Beige-and-metallic-green finish. nearest 





When you’re at the NSOEA show, you're close to our factory. Just call. . . dealer. 


we'll arrange round trip transportation without obligation. 


For More Information FORMEFOTO AManvfacturing Co. 


146 Home Avenue @ Villa Park, Illinois 
Phone: TErrace 3-8330 











sion for business wives to stimulate their are planned for the convention, sched- 
interest in their husbands’ work. uled for other times on the program: 
Two other idea exchange fair sessions Selling the Automated Market: a 





NSOEA Convention Program 


EXHIBITS OPEN: Sat., 12:30 to 8 p.m.; Sun., Noon to 8 p.m.; Mon., 
2 to 8 p.m.; Tues., Noon to 5 p.m. 


SATURDAY MORNING, SEPTEMBER 23 

CHET HUNTLEY, NBC news commentator. 

A FIVE-YEAR PLAN FOR NSOEA: J. Howarp Patrick, NSOEA 
President. 

HOW TO PSYCHOANALYZE YOUR BUSINESS: Epwarp O. KALLMANN, 
Executive Secretary, Stationers & Publishers Board of Trade, New 
York. 

PRESENTATION OF NSOEA ADVERTISING AND STORE MOD- 
ERNIZATION AWARDS. 


SATURDAY AFTERNOON, SEPTEMBER 23 
SELLING THE AUTOMATION MARKET, PRODUCT SEMINAR: 
CHARLES W. GILBERT, chairman. 


MONDAY MORNING, SEPTEMBER 25 


CONCURRENT “IDEA EXCHANGE FAIRS”: BUILDING SUCCESS- 
FUL SALES COMPENSATION AND INCENTIVE PROGRAMS; 
TRANSPORTATION COST CONTROL WORKSHOP; HOW TO 
MAKE DESIGN PAY OFF IN FURNITURE SALES; DEALER 
ADVERTISING AND PROMOTION; HOW TO HELP YOUR HUS- 
BAND SUCCEED IN BUSINESS. 

Hon. LUTHER H. Honpces, Secretary of Commerce. 


MONDAY AFTERNOON, SEPTEMBER 25 
HOW TO USE AUTOMATION IN YOUR OWN BUSINESS, APPLICA- 
TION SEMINAR: JBM Chicago Headquarters. 

TUESDAY MORNING, SEPTEMBER 26 
DIVISIONAL MEETINGS: DEALERS, MANUFACTURERS, FIELD. 
BUSINESS MEETING. 

TUESDAY EVENING, SEPTEMBER 26 
ANNUAL BANQUET AND DANCE. 
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The hidden element in pin- 
pointing the cost of carbon 
copies is the number of times 
carbon paper is used before 
it is discarded. We’ve pre- 
pared a study to help you 
determine the cost of your 
carbon copies. Folder HC-22 
is yours for the asking. 


You’ll discover what more 
and more firms are learning 
every day .. . that the most 
efficient and economical way Patented 
to produce carbon copies is 
with Huron Copysette, our “Op? aly el " 
patented manifold carbon f° 
paper set. 3 PULL OUT Style 


, ; MANIFOLD CARBON PAPER SETS 
At its new low price, Huron 


Copysette is America’s best 
office supply buy. 
PORT HURON SULPHITE & PAPER CO. 


* Licensed under Kerr Patent No. 2,557,875 PORT HURON, MICHIGAN 


; : Insist on the finest, 
Available in Canada through a 
APSCO PRODUCTS, LTD., Toronto, Canada ask for HURON COPYSETTE by name. 


For More Information Circle No. 217 
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Luther H. Hodges 
Secretary 
of Commerce 





J. Howard Patrick 
NSOEA 


President 





continuation of discussions at district 
meetings with new information on basic 
introduction to punch card accounting, 
products used in the tab room, the buy- 
ing influence members, and experiences 
of dealers, by a panel of dealers experi- 
ienced in selling this market. 

How To Use Automation in Your 
Own Business: Basic record keeping 
and minimum volume that a dealer 
must have to seriously consider apply- 
ing automation to his own business. 

Among the speakers for the general 
sessions will be Hon. Luther H. 
Hodges, Secretary of Commerce, who 
will address the luncheon Monday; 
Chet Huntley, NBC news correspond- 
ent, who will speak at the Saturday 
breakfast meeting; Edward O. Kall- 
mann, executive vice president, Station- 
ers & Publishers Broad of Trade, New 
York, who will speak at a self-analysis 
session, Saturday, on “Financial Man- 
agement—A Self-Analysis”; J. Howard 
Patrick, NSOEA president, who will 
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Chet Huntley 
NBC News 
Correspondent 


Stationers & 
Publishers Board 
of Trade 


offer “A Five-Year Plan for NSOEA,”: 
keynoting the opening session of the 
convention. 

The president’s reception will be 
held Friday at 6:30 p. m. Presentation 
of NSOEA advertising and store mod- 
ernization awards will be made by 
Robert A. Spelman, executive director, 
Wood Office Furniture Institute, Sat- 
urday noon. A “Gay Nineties” cos- 
tume party will be held Saturday at 
8:30 p. m. A nondenominational serv- 
ice will be conducted Sunday at 10 
a. m. by Rev. James C. McLeod, dean 
of students, Northwestern University. 
A ladies’ tea and reception will be held 
at 3 p. m., Sunday, and a ladies’ Junch- 
eon will be held in the Polynesian 
Room of the Edgewater Beach Hotel, 
Monday at 1 p. m. Speaker will be 
Gayle Hastings, English designer. 
Tuesday will see the annual business 
meeting and election of officers at 
11:15 a. m. and the annual banquet 
and dance at 7 p. m. 
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YOU’LL AGREE that everything about 
Borroughs “Executive” Garment Racks is 
GOOD —their style, design, quality and fea- 
tures. And at Borroughs’ advantageous prices, 
they’re mighty good values, too. There are 
standard models and combination units to 
handle any garment-hanging need from 
6-capacity up—the sky’s the limit. Every 
Borroughs “Executive” Rack has a wealth of 
important and exclusive features including the 
suspended, reversible “Wonder Bar” for extra 
hanger capacities. 
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a Styled by Dietrich 
Model E 15 ° Smart, compact 6-capac- 
Ae . 
. eae ity model for office or 
All Borroughs “Executive” -, home. Garments hang 
floor models have umbrella 3 straight and clear. 
holders with easy-glide drip w 





trays. 


BORROUGHS manuracturinc company 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. aiip KALAMAZOO, MICHIGAN 
® 


For More Information Circle No. 399 
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How the Playscript Procedure 


Was Developed 


LESLIE H. MATTHIES, Director, 


Foundation for Adminstrative Research, Tulsa, Okla. 


RNOLD KELSO was one of those 
people who said just about what he 
thought, and he was good enough at 
his job to get away with it. An executive 
like Kelso can really disturb you, and 
he certainly disturbed us that morning. 
We were in his office, discussing a 
new statement of policy. He listened 
awhile, not saying anything. When we 
paused, he tossed a procedure across 
his desk toward us and said, “I’m for 
the policy ... if you write it so a 
man can understand it, and not like 
this thing.” 

Then he let us have it: “You systems 
people waste my time when you write 
procedures, or policies, like that. No- 
body can understand them.” He slapped 
his hand down on the desk to emphasize 
what he was saying. We turned the pro- 
cedure around so that we could read it. 
Fortunately, it was not one that we had 
written . . . but it had come from our 
department. One of the first paragraphs 
said: 

“Overhead applied” on the analysis 

of labor roll summary by expenditure 

classification (S and A form 985) on 
charges for the applied 17% of direct 
labor (regular time) is the column 
caption where the charge is to be 
reported, and a corresponding credit 
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should be reported in the column 

captioned “overhead applied” oppo- 

site expenditure account 804 and 
allotment number (furnished by the 

management office) on the S and A 

form 985 submitted for the major 

annual maintenance appropriation of 
the activity which is performing the 
work. 

I had to agree with Kelso. That 
passage didn’t communicate much. It 
was a waste of his time, and mine, to 
even read it. 

As administrators we write too much. 
We write letters, memos, procedures, 
bulletins, reports, and we state policies. 
Writing is a big part of our daily work. 
But a second big chunk of our day goes 
to reading these writings . . . At least 
we try to read them. We play a dual 
role. We are writers and readers. All 
this expenditure of time and energy adds 
up to “communication.” 

Is the effort worth while? Is our writ- 
ing doing the job of communicating? 
Much of it is not because we have for- 
gotten that writing is only half the total 
job of communication. The other half is 
reading and understanding. 

One of the important channels for 
communicating is the procedure. Here 
we have not done a really effective job 
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Shows how costly those trips to a central 
copier really are—and how quickly a 
Kodak Verifax Copier (priced from $99.50) 
pays for itself in your office or department. 

Another free computer shows savings with 
Magic Matrix used in all Verifax Copiers. 
Phone local Verifax dealer (see Yellow 
Pages under duplicating or photocopying 
machines). Or mail coupon. 


P. 
rice 
change 


is manufacturer’s suggested price and is subject to 


without notice. 


[erifax’ Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


Smart business to have a $99.50 Verifax 
Bantam Copier near each secretary’s desk 


Want to know how much you save 
with on-the-spot Verifax Copying ? 


Send for this free Computer! 


Mail coupon for Free 
Computer ‘ 
Set to: mS) | 
Eastman Kodak Company 
Business Photo Methods Division 
Rochester 4, N. Y. 

(_] Check if you have a Verifax Copier. 


213-9 


Name 





Company 





Street 





City State 





For More Information Circle No. 226 
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of communication. In some organiza- 
tions attempts are being made to im- 
prove procedures. One man decided 
that all procedures must be brief .. . 
extremely brief. His rule is: never more 
than one page. Another man felt that 
all procedures must be written in words 
of one syllable. Still another gave up 
entirely writing procedures and told his 
people to issue flowcharts. 

All these are attempts to overcome 
the generally acknowledged low com- 
munication factor of the average pro- 
cedure. Many are trying to overcome 
it by finding one simple, mechanical 
solution. Some believe the comic book 
approach is the right one. They use pic- 
tures to tell people how to work to- 
gether. Another systems manager hired 
a professional writer who revised all 
the procedures written by the systems 
men. But this method required a lot of 
time for coordination between analyst 
and writer, and soon this idea was 
abandoned. 

None of these attempts resulted in 
consistently clear procedures. If you 
find a clear procedure, it is usually based 
on the special ability of a single writer 

. one fellow who can write clearly. 
Usually you'll find that the other pro- 
cedures coming out of the same depart- 
ment are not well written. When we 
depend on a man’s individual style, we 
haven't a chance of getting consistently 
clear procedures. 

Mechanical attempts at procedure 
improvement don’t seem to work. The 
man who was after brevity missed the 
mark. Some of his procedures were so 
brief, they told nothing. One of the 
longest I ever saw was a 41-page in- 
spection procedure. It spelled out, step- 
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by-step, what a man was to do to check 
out a complicated electronic instrument. 
That relatively long procedure was so 
clearly written that I felt that I, without 
training in electronics, could follow the 
steps and check out the gear. In no 
case have we found that flowcharts, pic- 
tures, brevity or writer-analyst combina- 
tions are the satisfying, long-run answer. 

What is really in a procedure? Our 
probing of samples revealed the follow- 
ing different things: 

1. Procedure steps. 

2. Declarations of policy. 

3. Definitions of the words used in 
the procedure. 

4. How to fill out a form. 

5. Purpose of the procedure. 

6. Scope of the procedure. 

7. Departments involved in the pro- 
cedure. 

8. The organization's philosophy. 

9. “Lecturettes” by the writer. 

10. General objectives of the work 
under discussion. 

11. Patriotism or company flag-wav- 
ing. 

12. Pet phrases of the analyst. 

“Is all that stuff needed in a pro- 
cedure? What good does it do?” What 
should a procedure do? Proceed! Tell 
people how to proceed. We can think of 
only three things that really need be 
in a procedure: (1) Who? (2) Does 
what? (3) When, in the processing 
steps sequence? 

Let’s take a minute to consider what 
we mean by a procedural cycle. This 
concept implies channels of action . . . 
channels through which information 
flows. Because this information reaches 
certain processing points, work is done. 
Channels of work communication are a 
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precision 
typewriters 






Standard 
Office 
Typewriter 


Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 
any other typewriter. You {I Fina your Neare 
will find Olympia a solid 
investment in efficiency. 






Find Your Nearest 

Authorized Olympia 
Dealer In the 

Yellow Pages | 


pate 









... Write 
best of all 
.». because 
they’re built 
best of all 





Lightweight 
Portablee 


DeLuxe 
Portable 


OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 423 
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SUBJECT: Facilities Engineering, 
Determination of Requirements. 
The referenced procedure places the 
responsibility upon the requesting de- 
partment to completely justify the 


necessity for additional equipment 


and/or facilities. In order to assist 
the requesting departments, a form, 
347, has 


been made available to all depart- 


“Facilities Request,” No. 
ments and if this form is completely 
filled out, 
with Standard Practice 
#74, but will greatly facilitate the 
in case of need, the 


it will not only comply 


Instruction 


review and, 
acquisition of the required items. 





At the present time many requests 
are coming to Facilities Engineering 
by memo, verbally, and on other 
forms that are either incomplete or 
inaccurate. A careful use of Form 347 
will react to the benefit of both the 
requester and to the Company. As a 
further aid if the requester will send 
two copies of Form 347 to Facilities 
Engineering, one copy will be re- 
turned to him with the assigned Job 
Number and preliminary action indi- 
cated, which will give the requester 
quickly a status of his request and 
also will serve as a ready reference 


file. 








The procedure as it originally appeared (see page 123). 


vast network covering the organization. 
It is impossible to systematize all of 
them at once. Take one channel at a 
time and try to clean it up before going 
on to the next one. 

These channels are logical procedural 
cycles. Each cycle has a logical be- 
ginning, a number of essential process- 
ing steps and a logical end. At the point 
one cycle ends, another may begin. 

For example, the purchasing cycle 
usually starts with somebody requesting 
you to buy something. The item may 
be needed for the stockroom, or to 
fill a customer’s order. Action starts 
with the first form: the requisition. 
From it will come a purchase order. 
When the goods we have ordered come 
in, the purchasing cycle is complete. 
This logical cycle ends with the issuing 
of the receiving report. 

The receiving report will flow action 
information into a number of other 
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systems cycles. One would be the 
channel of accounts payable. Since the 
goods have been received, the vendor 
must be paid. This paying cycle will 
end with the voucher check being sent 
to the vendor. 

Each procedure must start at the be- 
ginning of the logical cycle and move 
through, step-by-step, in the required 
processing until the logical end of the 
cycle. A procedure may require one 
page, two pages or 20 pages of writing. 
It depends on the cycle and the steps 
you include. Length isn’t the criteria 
for judging a procedure. It must be 
long enough to cover the cycle. 

One other fault of procedures is 
that they are written as though people 
didn’t exist in the organization. It is 
people who make a procedure, or system 
or any administrative function, go! Put 
them back in the procedure. Give them 
responsibility, either as individuals if 
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‘PACKAGED’ FILING 


UNIQUE PORTABILITY 


...documents are in handy boxes. 


NEW FLEXIBILITY 


... simpler to change and expand. 


DOLLAR SAVINGS 


...in equipment cost, clerical time. 


UNIT SPACEFINDER’%, 
an exclusive, revolutionary 
fling system, provides un- 
equalled flexibility. 


The unique hanging box, 
combined with a sturdy, free- 
standing frame, is the secret 
of the system’s success. 


Boxes, which slide back 
and forth on rails and can be 
carried anywhere, “package”’ 
documents for most efficient 
finding and filing ever known! 


UNIT SPACEFINDER BOX. 





For More Information Circle No. 424 


TWELVE PAGE BROCHURE 

will show you money- _—_~UNTT 
saving secrets of SPACEFINDER 
Unit Spacefinder BROCHURE 
and Spacefinder Fil- 


ing System. 
rAE 


PRODUCTS CO. 


HOME OFFICE: 995 MARKET ST. SAN FRANCISCO 3, CALIFORNIA 
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TYPE- ty Pe Executive type, department manager type, 
secretary type or type type — all look visibly better on PLOVER Bonp. 


A blank sheet of paper becomes a meaningful symbol of your company 


as soon as it has been typed or printed to convey a message — whether 
it is a letterhead, purchase order or invoice. White, bright, strong 
PLOVER BOND improves the appearance of all business communications 
from the salutation to the signature. Easily erasable, too. 


PLOVER BOND is made with the finest raw materials and the world’s 
purest papermaking water, then carefully dried in clean, fresh country 
air to insure a uniform finish. 


For any type, for any typewriter, PLOVER BonpD is visibly better. 


WHITING- PAPER COMPANY, STEVENS POINT, WISCONSIN 
«> 
|] better papers are made with cotton fiber 


For More Information Circle No. 440 
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SUBJECT: Request For New Facilities 


RESPONSIBILITY 


ACTION 


“ 


in three copies. 


Assigns job number to both copies of the request, indi- 
cates when preliminary action will be taken. 


In case of any inquiry, refers to job number of request. 


Requester 1. Completes Form 347, ‘Facilities Request, 
2. Sends two copies to Facilities Engineering. 
Facilties 3. 
Engineering 
4. Returns one copy of Form 347 to Requester. 
Requester 5. 
Facilities 6. Reviews all requests. 
Engineering re 


Determines relative merits of needs of the various de- 


partments. 
such needs. 





Allocates facilities’ funds in accordance with 








Playscript version of the procedure on page 118. 


individuals play a part in the procedure, 
or as man-groups if whole sections or 
departments are involved. 

From this type of thinking we de- 
veloped the “playscript procedure.” We 
borrowed the idea of actors and spoken 
lines from the playwright. Our actors 
are the people in our organization. In 
the playscript format, the actor is in- 
dicated at the left and his lines appear 
opposite his name or title at the right. 
This gives us a short line, and short 
lines are more readable than long ones. 

After the actor is named, we tell 
what his work is. We start each “line” 
with an action word... a_ present 
tense verb. If the man’s job is to prepare 
a form, we say just that: prepare. 

We developed a list of action-words 
that helped us: 16 verbs that we found 
most often in the procedure samples we 
studied. Some were just verb ideas, so 
we translated these into present tense, 
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then reduced them to their simpliest 
English form. Here are the most used 
verbs: 


1. Prepares. 9. Issues. 
2. Forwards. 10. Provides. 
3. Posts. 11. Decides. 
4. Uses. 12. Places. 
5. Records. 13. Receives. 
6. Shows. 14. Requests. 
7. Obtains. 15. Checks. 
8. Sends. 16. Assigns. 


Each of these words is easy to under- 
stand. Use them instead of facilitates, 
utilizes, proficiencies, optimums, modi- 
fications, and re-imbursements and your 
reader will understand you. 

Slam out your copy in the same old 
way, full of long words, tortured phrases 
and long sentences. Get your typist to 
bat it out and return the draft, double- 
spaced, to you. Now you have your 
ideas on paper. 

Apply a blue pencil to that draft. As 
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Kardex® Visible Files can handle inven- 
tory, personnel, production, credit, you | 4#emuington. Fland Systems 
name it. And look at these advantages: 
Visibility— spot records at a glance, find 
items clear, clean, and permanently pro- 
tected by visible margins; Convenient — 
flat, desk-high posting surface makes 
posting easy; Mobility— wheel the whole 
file into meetings; Signaling —vari-colored 
signals show items that need attention 
For your illustrated booklet on Kardex® 
Visible Files, simply mail the coupon. 











Division of Sperry Rand Corporation 

Room 758, 122 East 42nd St., New York 17, N.Y. 
Please send my free copy of your booklet on Kardex® 
Visible Record Cabinets 
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you do so, apply two or three basic 
rules of communicative writing. 

Find the subject. Who is it? What 
does he do? (Things don’t do anything 
by themselves. Someone must do them.) 

Select a beginning in your draft. 
Who starts this action? Put it at the 
beginning of your cycle of action. 

Next, find your verb or the “verb 
idea.” Then chuck the gobbledegook 
words and select a simple verb. 

Rutcher your draft unmercifully. 
Substitute words, delete whole para- 
graphs, move sentences. This may take 
hours at first, but keep at it. Soon you 
can do it in minutes. Then put the 
whole thing together and give your 
typist another go at it. Sometimes you 
may have to re-draft and butcher two or 
three times but, when you do, you are 


slowly breaking a noncommunicative 
writing habit. 

The re-draft route is the only way 
to take the cure. We hope it will help 
you as it has helped us . . . and other 
administrative writers. Remember: We 
don’t write just to be writing. We write 
to communicate. 

As to grammar rules, they were 
originally meant to help us write clearly. 
Grammar can soon become a fetish of 
its Own... an exercise in rule-ob- 
serving for the mere sake of rule-ob- 
serving. As a fetish, it has no useful 
end purpose. We write, in business, not 
just to be correct, but to get results! 


(If Mr. Matthies’ ideas of written communica- 
tions interest you, we suggest you read his book, 
The Playscript Procedure, available from Office 
Publications, Inc., 232 Madison Ave., New York 
16, $5.95.—Ed.) 
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different models of 
Chandler & Price Paper Cutters 


MEET ANY NEED OF EVERY PRINTER 
OR DUPLICATOR OPERATOR 
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gull-automatic 
power one 
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Automatic power cutter 
for power 
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For small-shop equipment, for auxiliary equipment, or 
for production cutting of large runs, there's a Chandler 
& Price Paper Cutter which can meet your requirements. 


If you want a large cutter, Chandler & Price has it 
in the C&P 37-inch hydraulic clamp full automatic 
machine. 


For long runs of repetitive cutting on ledger cards, 
statements, checks, forms, indexes and letterheads, 
power cutters equipped with manual or automatic 
spacing devices do the work easily, speedily, ac- 
curately and economically. 


For auxiliary equipment and for general office use 
the 26-inch Craftsman lever cutter or the C&P small 
bench cutter provide the same cutting accuracy, 
rigidity and dependability of larger sizes but are 
suited for smaller operations where volume of cutting 
does not demand a larger machine. 


Give us an idea of your paper cutting require- 
ments and we will gladly send details of the C&P 
cutter which will meet your needs. 


“Cut Your Cutting Costs with a C&P Cutter”’ 


Illustrated is C&P 23” full hydraulic automatic cutter. 


THE CHANDLER AND PRICE COMPANY ciricns ono. 
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| Why Not Go 


| 


Into Business 
For Yourself? 


CLIFFORD L, STIVERS, Founder, Stivers Office Service, Chicago 


HEN YOU go into business for 
yourself, you will be the top 

man. No superior will tell you what to 
do. You wish to play golf this after- 
noon, who says you can’t? Probably 
there may be reasons why you can’t— 
you probably won’t have time—but you 
will decide. Evers though you cannot do 
many things you like to do, there is 
satisfaction in knowing you will make 
the decision—you will be the top man! 
[here is security. You can’t be 
True, you will fire yourself if 
However, barring 
failure, and you do not plan to fail, 





fired. 
you do not succeed. 


you can’t lose your job. 

There is freedom to try your ideas 
of merchandising, selling, advertising, 
[his is not often possible when 
Many of 


etc. 
you work for someone else. 
your work, will not 
and you will drop them. Who can 
criticize? After a few costly mistakes 
you may not be so eager to try your 
own ideas. Nevertheless, there is satis- 
faction in this freedom. 

There is pride of ownership and this 
is really important. 
Then there is that very satisfy- 


ideas _ will many 


This business is 
yours, 
ing pride of accomplishment. The busi- 
ness you develop is the result of your 


effort, your daring, your ingenuity, 
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your merchandising, selling and adver- 
tising ideas; your management, your or- 
ganizing skill and your leadership. This 
is perhaps the most ego-satisfying. It 
is tremendous, well worth the gamble, 
long hours and worry that goes with it. 

Finally, and perhaps most important, 
there is the financial reward. If you 
succeed, you will probably make more 
money than you could ever have made 
working for someone else. It is more 
fun to worry about the big cut you 
have to give Uncle Sam than it is to 
worry about how you are going to get 
your children through college. It is 
nice to know that you are a respected 
businessman, providing adequately for 
your family, and can take trips and do 
things you could not have afforded even 
as a relatively successful executive with 


a large corporation. So, owning a suc- 


cessful business of your own has many 
real advantages. 

Along with the advantages, there are 
some disadvantages that are very real. 
First, many important decisions have 
to be made—decisions that may spell 
success or failure, and you will have 
to make them. You are the top man— 
there is no one higher to counsel you. 
Second, not all employees are loyal. 
Not all of them are truthful. Some re- 
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PROFIT AND LOSS STATEMENT 
NOTE: MAKE ENTRIES IN SPACES MARKED [ ] ATE. ———19_ 
WARE A. 
Sales [ ] 
Less Sales Allowances and returns (subtract) [ ] 
| Net Sates [ ] | 100%, 
|i y of Merchandise at beginning [ J | 
Merchandise purchases (Cost delivered) (add) [ J 
Inventory of Merchandise at closing [ ] 
Less stock depreciation (subtract) [ ] 
Net Cost or Goons Soip (subtract) Berets % 
Gross Prorrr From Trapinc [ ] = 
Buyine Expense—Salaries and wages of Buying Force { j 
Miscellaneous Buying Expense (add) [ 1 oe 
Tota Buyine Expense [ ] % 
Secuinc Expense—Salaries and wages of Sales Force [ ] 
Advertising [ J 
Miscellaneous Selling Expense (add) [ ] 
Tota Setuinc Expense [ ] % | 
De.ivery Expense—Salaries and wages of Delivery Force { ] 
Miscellaneous Delivery Expense (add) { } 
Totat Detivery Exrense [ J % 
| Generat Expense—Management and office salaries ] 
Office supplies and expense J 
Insurance on stock and store equipment ] 
Taxes on stock and store equipment ] 
Losses from bad debts ] 
Miscellaneous General Expenses ] 
Rent {add} [ ] 
Totat Genera EXPENSE {add) [ ll ] % q 
Net Prorrr From Trapinc (subtract) [ ] % 
| Orver Income—Interest J 
Cash Discounts on Merchandise Purchases J 
Rent Income (Net) 
j Miscellaneous Outside Income (add) [ ] 
Tota. Ner Prorrr (subtract) [ ] 
Courtesy Wilson Jones Co 
Inadequate records have caused many business failures although there are stock forms, 
for every business purpose, which allow any literate person to keep proper records. 
sist ideas, fail to produce, leave you to going under you just can’t release 
at very crucial times after you have, them. 
you think, treated them well. You have Then you have competitors who cut 
to work through your supervisors, but prices, under-bid you, submit bids on 
you can’t always get through. Em- which you know they can make no 
ployees may fail to follow instructions. money. They are not always truthful. 


Sometimes they commit errors of omis- 
sion and commission for which they 
should be released but you’re so close 
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They may stoop rather low to get busi- 
ness. They may hire some of your 
much needed employees after you have 
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eoht Table 
9195 


19 x 25 





POR. stony . eopptte MPO... 


The perfect office and in-plant platemaker 
for plastic and pre-sensitized plates. Simply 
insert the negative and plate in the vacuum 
frame, flip it over (see above) to face the 
carbon arc lamp in the base, and expose. 
Makes sharper plates, faster, thanks to the 
intense point light source. Six sizes up to 
43 x 52. Send for Bulletin A500-O. 


at” another "*+., 
_-'" BUILT-RIGHT 
‘),. PRICED-RIGHT 
“*es,, product |..°° 


Sit in complete comfort... work with complete 
efficiency, thanks to Jet Line ‘contour’ design 
featuring: 

Front operated gear mechanism to raise and 
lower table top quickly and easily. 
Adjustable, chromed straight edges on all 
sides: Etched calibrations in 32nds. 

* New non-glare glass absorbs room lights. 
Locking utility drawer — two storage shelves. 
Drop-away panel for easy access to lights. 
Four sizes up to 42 x 62. Send for Bulletin A250-O 







COMPANY, INC. 

General Office and Factory: 

4110 West Grand Ave., Chicago 51, Ill. U.S.A, 
Soles and Service: 

New York © Los Angeles 
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make MULTIPLE COPIES faster...economically 


Do away with re-writing. Get clean, to ultra-violet light and transmits 
accurate copies every time, using it faster for high printing speeds 
Patapar originals and any diazo and high volume copying. You get 


type whiteprint copying machine. copies with crisp, sharp lines or 
typing and additional data can be 


Patapar Whiteprint Copy Masters added to the master at any time. 


are convenient to use and result in 
clear, accurate, low cost copies be- Patapar Translucent Parchment is 
cause Patapar Translucent Parch- the master sheet to use for white- 
ment is made expressly for white- print copying machines. A request 
print copying machines. on your letterhead will bring you 

samples of Patapar Whiteprint 
Patapar is exceptionally translucent Copy Masters. 


PATERSON PARCHMENT PAPER COMPANY 


Bristol, Pennsylvania 
’ Y 


NEW YORK, N. Y. CHICAGO, ILL. SUNNYVALE, CALIF. 


For More Information Circle No. 216 
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spent months training them. 

The hours are long. If you think 
you worked hard as an employee, wait 
until you have your own _ business! 
Thirty-five hours a week — that’s a 
dream. Forty hours a week—that ap- 
plies only to those who work for you. 
Fifty hours a week—quite a regular 
thing. Sixty hours a week—not at all 
unusual. Football games on Saturday, 
or golf over the weekend? No, the 
weekend is when you do the bookwork 
you couldn’t get done during the week. 

It is often long hours under pressure. 
Delivery of the order must be made. 
The buyer is only interested in getting 
the goods on schedule. He did not ask 
you to go into business; that was your 
decision. Now you have to deliver his 
order on time. 

The disadvantages themselves are not 
too bad—you can live through them. 
But, when they are coupled with lack 
of sufficient capital, they can be catas- 
trophic. 

The biggest headache is the financial 
worry. Naturally, you had this all fig- 
ured out before you took the plunge 
and it seemed you had enough capital 
to carry you through. You might have 
to sacrifice some things but, after all, 
the reward would more than compen- 
sate for the sacrifice. 

However, things do not work out 
just the way you planned and you be- 
come short of cash. You can stall 
some of your creditors for a while, but 
it is not a pleasant experience. One ex- 
pense that has to be met on time is 
the payroll. To be late, even a day, 
will seriously affect employee morale. 

Perhaps you should close the busi- 
ness, take your loss and get out. This 
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is not as easy to do as you might think. 
You have to give your customers suf- 
ficient notice so they can arrange to 
get their needs elsewhere. If you do 
not, they may not pay you what they 
owe. When you tell them you are dis- 
continuing your business, your em- 
ployees will hear about it and leave. 
So, while you agree to make certain 
future deliveries, you will not have 
enough employees to make that pos- 
sible. 

Besides, it seems that things are just 
about to break. Your volume is in- 
creasing and, if you can just hold out 
a little longer, you will have made it. 
Once you reach the break-even point 
you will be all right. So, you may de- 
cide to borrow on your insurance 
policies. 

Now you are all set. You reach the 
volume you thought would make it pos- 
sible to break even, but somehow or 
other, you are not breaking even. Be- 
fore long you may be back at the des- 
peration point again. It isn’t any easier 
now than before to close the business. 
You not only have lost all your savings, 
but you are in debt. Why did you ever 
let yourself get into this mess? 

Borrow on your home? The bank 
is not too eager to make the loan this 
time and cautions you about throwing 
good money after bad. But they do 


make the loan and your're still in 
business. 
Although volume has increased, 


many of your production problems have 
been worked out, and you are correct- 
ing many earlier mistakes you made, 
you still are not making money con- 
sistently. You have a good month, then 
two bad months. Or, after a few en- 
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CAUSES OF BUSINESS FAILURES IN THE U.S. IN 1959 


Percentage of Total Failures 





All 


Manu- Whole Con- Com- 


fac- sale- Retail  struc- mercial 


Cause Business turing Trade Trade tion Services 





Inexperience, Incompetence 91.4 
Inadequate Sales 50.3 
Competitive Weakness.... 24.8 
Receivables Difficulties... 9.1 
Inventory Difficulties..... 6.5 
Excessive Fixed Assets... 5.3 
Heavy Operating Expenses 4.7 


~] 
} 


Poor Location 


Other Inexperience 
Neglect 
Fraud 


Disaster 


Dee wet 
NN WN 


m Co 


Reason 


couraging months of small profit, a 
business slump comes along and back 
you are at the same old spot. 

In desperation you divulge your 
plight to some relatives and get them 
to put in some money. For their con- 
tribution they are given a generous in- 
terest in the business. By this time you 
are at the end of your rope. You either 
make it or close the business. 

This may sound exaggerated, but it 
isn’t. Some new business ventures are 
successful almost from the beginning, 
others after some worry and effort, but 
not nearly as trying as I have depicted. 
Not a few, however, go through the 
wringing process. 

Studies by the Small Business Ad- 
ministration show that 1000 new busi- 
nesses are started every day; 900 change 
hands each day; 930 are discontinued. 
This indicates only 70, out of every 
1000 businesses started, are successful. 
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92.8 90.0 91.1 91.9 91.2 
49.7 50.8 39.6 52.4 
22.4 26.4 30.7 24.1 
16.1 5.5 14.9 5.1 
8.9 9.0 1.7 2.0 
9.0 1.6 4.1 3.9 10.7 
5.6 4.8 3.3 8.3 
0.4 0.9 4.5 0.5 
4.7 4.8 3.9 7.7 
2.7 3.4 3.6 2.8 
1.4 1.5 
1.7 1.4 
0.5 2.4 3.2 


Source: Dun & Bradstreet, 
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The number of starts increases when 
the economic picture is good, and the 
percentage of failures is lowest then. 
When overall business is poor, starts 
decrease and the percentage of failures 
increases. 

Half the firms newly established, or 
acquired by purchase, are sold or liqui- 
dated within two years. One out of 
three lives to the age of four; one out 
of five breathes for ten years. The 
longer a business stays in business, the 
better its chance for survival. But no 
magic number of years, if reached, 
guarantees continued success. 

Dun & Bradstreet analyzed over one 
million business failures and found that 
90% were due to inadequate experi- 
ence and ability. Specifically, the rea- 
sons for failure were: 

1. 12% failed because owner did 
not have enough experience in the par- 
ticular line of business. 
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High-priced girl 






FREE: Handy desk or wall chart of latest 
postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes 
FOLDERS & INSERTERS 


Made by originator of the postage meter 
... 149 offices in U.S. and Canada 


«lp» 


shouldn’t waste time on a tedious, 
repetitive job such as hand folding 
...when the little, low cost FH 
Folding Machine will fold as fast 
as you can feed it...save time for 
people in several departments. 


The FH is light, portable, easy to 
use. It’s set without tools—by merely 
moving two knobs to fold sizes 
wanted. Convenient for daily letters 
or occasional mailings. 

Makes eight basic folds. Folds 
stapled or folded sheets. Handles all 
standard paper stocks, in sizes as 
small as 3 by 3 inches, as large as 81 
by 14 inches at speeds up to 80 a 
minute. Can be attached to PB Model 
3300 Inserting Machine to fold and 
insert at the same time. And it costs 
less than a standard typewriter. 

Get a demonstration in your office, 
without obligation. Call the nearest 
Pitney-Bowes office. Or send coupon 
for free illustrated booklet. 


r Ceeed 





—- 
PirNEY-BowEs, INc. | 
3417 Walnut Street, Stamford, Conn. | 


Send free DF booklet on PB Folding and 
Inserting Machines ( postal rate chart. 


Name 


Address 


bees ene ones 
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2. 17% failed because of lack of 
managerial experience. 

3. 19% failed because the owner 
lacked well-rounded experience. He 
may have been good at merchandising 
and advertising, but lacked experience 
in manufacturing and production. 

4. 44% failed because of incom- 
petence. 

While it was not listed as a factor 
causing failure, certainly undercapitali- 
zation is definitely a contributing cause. 
In addition, there are others over which 
you will have little control. Examples 
of these are: relocation of highways, 
sudden changes in style, replacement of 
existing products with new ones, local 
labor conditions. While these factors 
may cause some businesses to fail, they 
may present opportunities for success 
to others. Ingenuity in taking advan- 
tage of changing consumer desires and 
technological improvements will be re- 
warded. 

If you consider starting or buying a 
business, ask yourself: Do you have 
the money? The experience? The time? 
The talent? The ambition? The cour- 
age? And, are you the type? The 
Small Business Administration includes 
in its pamphlet, Starting and Managing 
a Small Business of Your Own, a 
Rating Scale for Evaluating Personal 
Traits Important to the Proprietor of 
a Business. It suggests you rate your- 
self and have others rate you. If your 
ratings indicate that you: 

1. Have initiative, are highly ingeni- 
ous, resourceful, alert to opportunities. 

2. Have a positive and friendly inter- 
est in others, are pleasant and polite. 

3. Inspire confidence and loyalty. 

4. Seek, or accept, responsibility. 
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5. Are capable of perceiving and ar- 
ranging fundamentals in logical se- 
quence, and an able organizer. 

6. Are industrious and capable of 
working hard for long hours under 
pressure. 

7. Can make quick and accurate de- 
cisions. 

8. Are courageous and a square- 
shooter. 

9. Are highly steadfast in purpose 
and not discouraged by obstacles. 

10. Are highly energetic at all times. 

Then you have the physical and tem- 
peramental qualities needed for success 
in operating a business of your own. 

You might go into a business of your 
own, or buy a business if your father, 
mother or other relative, or a friend 
is willing to help you. If one of these 
persons is operating, or has recently 
successfully operated, the type of busi- 
ness you wish to enter, and if he or 
she is willing to give you advice and 
close direction, and if someone else is 
willing to finance you, you probably 
should try it. 

If you have had considerable experi- 
ence in a particular line of business— 
work you enjoy doing—and if you have 
the money or can get it—you might 
seriously consider a business of your 
own. 

If you have not had much experience 
and have no money, but do have a 
strong urge to own your own business, 
and you wish to bend every effort in 
that direction, there is just one thing 
to do: get a job in that particular field. 
Learn all you can about the business 
and all its activities—buying, produc- 
tion, accounting, merchandising, adver- 
tising. Get the required experience be- 
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Good news 
for girls with 
office copy blues... 
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Thermocopy Paper 


is not a pressure-sensitive imitation 


... brings a bright, new, permanent 


look to office copies! 
















































LOOKS SHARP! 


No more fuzzy, out-of-focus office copies that 
strain eyes, fray tempers. New, all-white Photek 
Thermocopy Paper produces clean, crisp, needle- 
sharp copies every time. Every letter in every word 
stands out in bold, sharp relief against its white 
surface. Reading is easy, instantaneous; copies 
neat and complete from start to finish. And you 
may order Photek Thermocopy Paper in both 
standard and translucent paper to satisfy more 
office copying and systems requirements. 


STAYS WHITE! 


Because it is not a pressure-sensitive imitation, 
Photek Thermocopy Paper will not lose its clean, 
white look due to surface scratches or marring. 
It will not fade, yellow, turn blue or darken. Its 
clean, flawless surface stays white, resists the 
effects of light, heat and time. You can file Photek 
copies indefinitely, knowing for sure they'll look 
like new the day you need them. Also, because of 
its greater sensitivity, Photek Thermocopy Paper 
eliminates waste due to repeated machine adjust- 
ments. It makes perfect copies over a wide range 
of machine dial settings. 


FILES FLAT! 


Ask the gal who has struggled with office copies 
that curl and furl — and you'll know why secre- 
taries prefer Photek Thermocopy Paper. Here is 
office copying paper strong enough to come 
through the roughest “routing” in great shape. 
It folds neatly, files flat, handles easily. Here’s 
another exclusive benefit: Photek Translucent 
Thermocopy Paper produces copy on either side 
... gives you an extra operator convenience plus 
a new way to eliminate waste. It also serves as 
an economical diazo master for unlimited runs. 


See the 


happy 
results for 


yourself! 


Don’t take our word alone for it... 
arrange a FREE DEMONSTRATION 

of Photek Thermocopy Paper in your own 
office soon. Mail the coupon now! 


PHOTEK, INC. 
P.O. Box 1553, Providence 1, R. I. 


C Please contact us to arrange a free demonstration 
without obligation. 


C Please furnish us with more information about 
Photek Thermocopy Paper. 


a We're also interested in photocopy paper and equip- 
ment. Please provide us with complete details on 
Photek photocopy products. 
NAME 
COMPANY 


ADDRESS 


CITY 


If it’s worth 
repeating, 
repeat /t with 
PHOTEK 











fore you venture on your own. 
Get acquainted with suppliers. They 
can give you good advice before and 
after you enter the business, and may 
know of companies you can buy. Visit 
a banker while you are working. You 
may never borrow but, if you do, your 
banker will more likely lend you money 
if he knows you. Join trade associations 
and make acquaintances that will be 
helpful to you after you start your busi- 
ness. Join the local Chamber of Com- 
merce. It can help you in many ways. 
Consult the Small Business Admini- 
stration. It offers a wealth of literature 
which you will find helpful. Get all the 
facts and know-how you can. The more 
you know about managing a business, 
the better will be your chance of suc- 
cess. 
Save all the money you can during 





your experience period. You probably 
will not be able to save enough to start 
a business, or buy one outright with- 
out borrowing, but the more you have, 
the better will be your chances of bor- 
rowing. Lending agencies prefer that 
you have at least half the needed 
capital. 

Although hundreds of thousands of 
businesses fail each year, other hun- 
dreds of thousands are always ready 
to try it. This urge probably stems 
from our love of freedom and inde- 
pendence, and our wish to be the mas- 
ter of our destiny. Let us hope our 
leaders in Washington remember that 
there can be no national purpose bet- 
ter than the development of the indi- 
vidual.—from a paper presented to the 
Society for Advancement of Manage- 
ment at Indiana University. 





Then it's settled. 
time you 


t the low Bid. 


Silent movie stars Ma 
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cy Harland, George Backus and, at rear, Douglas Fairbanks Sr. 

















Makers of world-famous patented 
STA-CLEAN® metallic protective- 
coated master units 

U.S. Pat. 2,671,734 





Rose Ribbon Continues to Grow. Now in the planning 
stage is a program to expand the facilities and capacity of 
the Rose Ribbon & Carbon plant in Harrison, N.J. This 


expansion is important because: 


e It will mark a sizable increase in Rose’s over-all produc- 
tion facilities 


e It will make possible even better service on your orders 


of Rose products 


© Perhaps most important, the expansion symbolizes the 
research, growth and achievement of the Rose company. 


If you would like specific information about any Rose prod- 
ucts or facilities, please write me. 


G2 


Adolph Rose, President 


ROSE RIBBON & CARBON 
MFG. CO., INC. 

Harrison, New Jersey, U.S.A, 

A subsidiary of Bemis Bro. Bag Co. 





Specializing in Master Units 
Spirit @ Hectograph Carbon Papers 














142 


For More Information Cirele No. 249 


THe Orrice—September, 1961 





Again 
the world's 

leading 
manufacturer 


of coilating 





equipment 


sets the pace... 





10 New Floor Models for ’61 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 
that permit greater operational efficiency .. . increased 
versatility . . . speedier set-up time . . . easier accessibility 
to working mechanisms. . . beautiful, new two-tone finish 

. more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings—Simply write: 


Ma THOMAS COLLATORS INC. 


World's Leading Manufacturer of Collating Equipment 
DEPT. B 100 CHURCH STREET, NEW YORK 7, N. ¥.4 
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ATTENDANCE 
RECORDER 


Produces a single card document 
in punched and printed form for 
each employee, for a seven-day 
week, containing all data necessary 
to ascertain lapsed time, overtime, 
In-Out, etc. for payroll operation. 


This output card is compatible to 
all Data Processing systems. 


The RECORD-A-MATIC can be 
placed at many strategic locations 
and does not require off-line oper- 
ations to sort the information into 
readable form. 





No installation required—just 
plugs into standard outlet. 











RECORD-~- 





IT PUNCHES 
~AND PRINTS 


SINGLE CARD! 
Rs nl 




















MANUFACTURERS OF: 7 Commercial Street 


Data Collection Systems Keybank Assemblies 
Digital Clocks Mek-A-Punch 
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erican DATA MACHINES INC. 


Data Systems Equipment 


° Hicksville, L. 1., N.Y. 


Attendance Recorders Digitized Plastic Plate Readers Military Systems 


Sequential Punched Card 
Readers and Scanners 
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White (left) and 
yellow (right) 
pages from a 
company tele- 
phone directory 
which is pre- 
pared by ma- 
chine. (See story 
on page 150). 





Current trends 
Tem oy eulot=mer-]ohcolaal-h alleys) 
including data processing. 
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How to Automate the 


Production of Your 


Company Phone Directory 


ROBERT C. FOUHY, Writer, Laboratory Publications Dept., 
Development Laboratory, IBM Data Systems Div., Poughkeepsie, N.Y. 


F YOUR OFFICE has many tele- 
I phones but no telephone directory, 
or if your plant directory is always out 
of date, here is a system to increase 
telephone service and efficiency. Basi- 
cally, it is built around the use of a 
few card handling machines, a system- 
atic proofing of the old directory, and 
a simple method of information han- 
dling. When the number of telephones 
in your office increases to 100 or more, 
the telephone list typed by the boss’s 
secretary suddenly becomes an arduous 
job. Then it becomes a major opera- 
tion just to assemble the basic facts of 
who has what telephone number. 

In the beginning, most offices assign 
this work to the telephone operator. 
She is expected to gather the new in- 
formation between busy moments at 
the switchboard. This system begins to 
falter and break down when phones in- 
crease and when the operator finds 
herself with less and less time because 
her calls also have increased. Before 
you know it, six months or more pass 
before the new directory is ready to 
reproduce. 

Office services is asked to take over 
and someone is assigned to make up 
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the telephone directory. He or she 
spends hours on the phone checking 
out each number; visits all departments 
and obtains lists of names; and arranges 
and rearranges the lists because changes 
keep arriving while he is gathering basic 
information. 

The job is an impressive one when 
the new phone books come off the 
press. The directory is generally accu- 
rate and timely, but it doesn’t stay that 
way. New people arrive; others leave; 
departments move and change. In a 
matter of weeks, the directory is out 
of date again. 

At IBM, we do this job frequently. 
In the development laboratory, changes 
occur often, sometimes as many as 
1000 each month. These changes, 
caused by constant growth and the 
development nature of our work, make 
it almost imperative that an. up-to-date 
directory be available at least once a 
month. Such a project often took two 
months and over 200 manhours to ac- 
complish. This was too much effort and 
the laboratory publications department 
was assigned to build a better system. 

We found that we couldn’t do the 
job every month unless we made use 
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Now, you can get complete sales and inventory figures in hours! 


How quickly can you evaluate current sales activity? And are you relying on inventory figures that are not 
complete? Chances are it takes you even weeks to obtain all required inventory and sales facts. Yet did 
you know: a National Electronic Data Processing System can give you all these vital reports in only a 
matter of hours! National Systems go all the way from the original entry—in cash registers, accounting 
machines, or adding machines . . . through the computer . . . and high-speed printer . . . to detailed final 
reports. You can now tell which parts of your business are paying-off; judge which ones could be doing 
better —all before the current picture changes. You can now get far greater executive command than was 
economically practicable before. In short, you can get today’s figures today, while there is still time to 
evaluate results and take effective action. For more information, write today to National. 


‘ * TRADEMARK: REG. U.S. PAT. OFF. 
Punched paper tape is created by National Accounting Machines, 


Cash Registers and Adding Machines as an automatic by-product % 
of normal operation. It is then fed into a computer to produce, at 
minimum cost, the information you need for most profitable control. 


THE NATIONAL CASH REGISTER COMPANY, boyton 9, Ohio SL ceils aa 


ADDING MACHINES + CASH REGISTERS 
1039 OFFICES IN 121 COUNTRIES 


ACCOUNTING MACHINES + NCR PAPER 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 413 








EXT NAME 
303R ABRAMS 
GR 1-0175 ABROMEIT 
5134M ABZUG 
306H ACCOUNTING=DL 
300G ACKERT 
4469R ADAMS 
5774M ADAMS 
5542M ADAMS 
5986M ADAMS JR 
GR 1-1806 ADAMS 


LOCATION DEPT 
Le 701 W037 775 
BeEo 956 57 225 
Ie 918 BLDG 257 

979 1096 231 
DeCe 959 BLDG 2i7 
Je 702 1150 211 
LeAe 946 BLDG eva 
LeMe 918 BLDG 265 
ReAe 005 333 563 
ReDe 956 67 229 


Fig. 1. This facsimile sample shows how listings appear on the alphabetical pages of 


IBM’s company telephone directory. 


of data processing machines aided by 
an easy system of proofing the directory 
on a monthly Our 
easily adaptable to any size office or 
plant provided there is access to 
punched card handling equipment 
either through rental, purchase, or use 
of a service bureau. A punched card 


basis. system is 









































































































































SANDS POINT - 487 
SPRING ST. 83 
WHITE PLAINS - 481 
wc ~ 466 
YORK TOWN 801 BLDG. -4 
asso 
MANSION ST [NORTH HAMILTON ST 5 65 HIGH ST. | WEST OAKLEY ST. 
(959) (961) (991) (979) 
(G) (6) (H) (H) 
8 \ MAIN PLANT 8 bd 
(003) 
SRL (91BK9ES) 
EDUCATION 
(005) 
PRODUCT TEST 
RTS (092) 
LA GRANGE Ave 
oniiinaainal 942) 
=.) —«; 
OIRECT LINE CALLS 
IcHO 66 
67 8 |cricaco oem 8511 
ESSEX JCT. ° 
8 862 884 ENDICOTT ee6 jees 
BUILDINGS LEXINGTON, KY. - 654) 
701, 702,703 NEW YORK CITY - 16 
(223)(224 gj | sepevng sige 
RED OAKS aa ROCHESTER, MINN-65) (7 
(935)(98@ WASHINGTON, D.C.- 8521 
KFSD MKTNG. SERV GRP ony! 
(R) WHITE PLAINS - 88 
' 4 WORLD TRADE — 866 , 
YORKTOWN MOHANSIC Lame SPRING 
RESEARCH asod ee RESEARCH 
CENTER (c) CENTER CENTER 
(y) (u) (Ss) 
INSTRUCTIONS When calling from one locet too the f ~ 
the errows Gicling umbers with eoch o we te EXAMPLE 
For @ coll from ASDD (G) to Spring Street (S) die! 8, 883 and the 
extension you want 


for every person in the laboratory was 
easily created through use of a person- 
nel deck. 
eration produced a telephone directory 


A simple card duplicating op- 


deck of cards complete with name, de- 
partment, man number and occupation 
code. 

We sorted this 


deck into department 











[ TO DIAL FROM 
i w ] Hy ] w 
Monsion & | High St & OL. & 
LOCAL IBM LOCATIONS Moin Plant | Hamilton St.| Ookiey St. | Research 
Moin Piont "M 8+ 8+ Bt 
| Monsion St. & Homilton St.“ 7 | e7+ | are 
| High St. & Ookiey St. “H" 69+ B69 + | 869+ 
| Reseorch-«D.L. 701, 702, 7 3 Bidg “R” 67+ | err | 867+ 
DISTANT IBM LOCATIONS 
Burlington co ec so 
| cago Dwtn Midwest Reg Ha BS + | 88 | 885 | 66511+ 
al’) 86+ ABE ee6+ | ea6s 
[Endicott Piont esr | 8006 8886 + BaBe + 
wy Foreign Exchonge 6+ Be + Bie + Bib + 
x ngston ss | les BI5+ 815+ 
T Lomb Estote 884+ T 8884+ 8884+ 8884+ 
i Lexington, Ky 8541+ 8854 8854 | 8541+ 
Mechomicsburg 853 6853 8853 6853 
[ Mohans 682 8862 8882 | 8882 + | 
[Northern New Jersey Area *o | o | 8c | 80" 
| Owego 8866 + 88866 eeece+ | eeece+ | 
| Rochester, Minn B57 + BBS5i7+ | BBSII7+ | BBSII7+ 
+ + + + 
} + + 4 
Spring St. (Ossining 683+ 8883+ 8883 6663+ | 
i Tri-City Area (Johnson City, Binghamton, o | 8 8"0 80 | 
Endicott) | | 
} + + + } 
Woshington, D.C FS Marketing 6521+ | BBS2i+ 8852! + 6852 | 
| White Ploins BBI+t | 8681+ | 6881+ | 888! + | 
| Word Trode 866+ | 8866+ B66 + | e866+ | 
[ Yorktown 8+ [ s+ | ser | 28+ | 


DIAL TIE LINE CODE + THE EXTENSION NUMBER, OR 
DIAL CODE, AND "O” FOR INFORMATION OPERATOR 


Two types of full-page charts in the directory indicate dialing procedure. Engineers 
like the one at left, administrative people favor the one at right. 
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groups and printed lists which we sent 
to every department with a letter of 
instructions and a form. Each depart- 
ment typed on the form the complete 
location information for all its people. 
When this form’s data was punched 
into cards, we had an accurate directory 
with each card showing the individual’s 
name and number, department, build- 
ing, room number, telephone number 
and occupation code. Using the proper 
panel wiring on an IBM 407 accounting 
machine, we could easily use the cards 
to produce a list suitable for reproduc- 
tion. 


So we produced a telephone directory 
(Fig. 1) in about 24 days with an ex- 
penditure of only 75 manhours. Keep- 
ing it up-to-date was another matter. 
We had to start right away on the next 
directory, so we ran off another de- 
partment list (this time it included all 
location information like building and 
telephone number) and sent it again 
to all departments with a letter and 
change forms (Fig. 2). 

In this letter (Fig. 3) and from then 
on, we asked each department to list 
only changes that occurred since the 
last updating of the directory. We 
wanted to know only who had left the 
department (and where he went), who 
was new and who had changed his 
phone number or whatever. The letter 
and form asked each department to 
code changes as A for addition, C for 
change and R for removal. The form 
had to be returned in duplicate so we 
could send a copy to the chief operator 
to keep her up-to-date between direc- 
tories. This once-a-month audit was 
the only input our system required. Any 
additional notices, slips or phone calls 
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Remarks 





C tndicotes CHANGE 


indicate 
LOSS or REMOVAL 


C ODE I pictrihutiog 








7 


R 


Man 





A indicates ADDITION 
indicates 


Phone *? 





Room 





Bldg. 





TELEPHONE DIRECTORY CHANGES 


Dept. 
£ 





Name 
Dp 





Laboratory 





RETURN TO: 











(Please type or print all information) 
Inittals 


Fig. 2. A change form goes monthly to 
all departments accompanied by the letter 
on page 154 and proofs of the depart- 
ment’s listing as it appears in the current 
directory. 


153 








March 22, 196i 
225 - Publications 
DL - Poughkeepsie 


Audit to Update Telephone Directory - May 1961 


Development Laboratory and DSD Headquarters Managers 


Attached are: 


Proofs of your department listing as it now appears in the telephone 
directory. 
Proof of the list of Services and Facilities which may show your de- 
partment, 
Proof of a Department Directory in which your department is shown, 


You should: 


If the list is O. K., so mark it, 

If changes, additions, or removals are needed, complete telephone 
change forms attached, Follow example at top of form. Type or 
print legibly and prepare in DUPLICATE, Do not use "dittos," 
Review the two proofs: Services and Facilities, Department Directo- 
ry. Make changes or additions if necessary on proofs themselves, 
Return all proofs and corrections to DL Publications, Department 
225, Building 956, Poughkeepsie, New York, 


The Deadline 


Return changes by April 3, 1961, If new changes are not received by 
this department, your listing will appear in the May directory as 
shown in this proof, 


Robert C. Fouhy G 
Laboratory Publications 


RC F/bea 
Attachments 4 


Distribution - Deck #7 (DL Dept. Heads as listed 
in Telephone Directory} 


Fig. 3. Departments are asked to list changes which have’ occurred since the last 
printing of the directory. The change form appears on page 153. 


in-between times would merely double _ lications department performed a num- 


the workload, for such information was 
generally too early or too late to be of 
use. 

Upon receipt of the forms, the pub- 
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ber of auditing chores. We checked for 
errors, duplication, missing informa- 
tion, misspelling, conflicting depart- 
ments and bad handwriting (which we 
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_.. with the complete line of Kimberly-Clark business papers. Cot- 
ton fiber and sulphite grades—mimeos, bond and offsets. Ledgers, 
index and vellum bristols. Duplicators, postcard stock and envelopes, 
too. You’ll be hearing more and more about Kimberly-Clark busi- 
ness papers, using more and more Kimberly-Clark business papers. 
Be big around the office now, From your Kimberly-Clark merchant, 


wrapped in ready-to-run sizes. Kimberly-Clark 


For More Information Circle No. 377 
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G Ta Prcverition fund 

= & Captain J Joseph S. Lefer. | 


= GhA Baas Vink Uh 


acer aay 


Avan memeeanan ll 


| —_—e 


CHURCH MEMBERSHIP RECORD 





Produce work like this in your own office 
with the A. B. Dick 320 offset machine 


Yes, it’s true. With A. B. Dick Table-Top 
offset equipment, you can produce your 
own stationery, office forms, price lists, 
bulletins, advertising literature. And at a 
fraction of the cost. 





Quality of work is equal to most profes- 
sional printing, superior to any other form 
of office duplicating. Text, photographs, 
illustrations are sharp and clear. Colors 
may be used for interest and variety. 


Girls who work with this Table-Top offset 
machine say it’s easier to operate than 
most office equipment. It’s compact... 
only 21” x 24” x 35”. Can easily be stored 
in a corner of your office. And it’s fast... 
produces up to 7800 copies per hour. 


Send for free packet of samples—36 actual 
jobs run on the amazing Table-Top offset 
machine. Mail the coupon today. 


fay A-B- DICK 
DUPLICATING PRODUCTS 


For More Information Circle No. 241 


FREE! A. B. DICK COMPANY e« Dept. 0-91 
5700 W. Touhy Ave., Chicago 48, Ill, 


FET! Please send me the 36 actual jobs run on your Table-Top 
offset machine, 


1 are 
| | rr 
COMPANY 
CITY ZONE___STATE 

















typed). We added distribution deck 
information (more about this later), 
listed services in the directory, and up- 
dated the yellow pages and information 
parts of the book. Often, we were able, 
because of information given to us by 
management ahead of time, to include 
new departments and major changes as 
quickly as they happened. When all was 
checked and every form readable and 
correct, we delivered our directory to 
the machine accounting department 
where three basic elements are com- 
bined to produce the final telephone 
listing: (1) directory change forms, (2) 
master telephone directory deck, and 
(3) personnel deck. 

Operations begin with the directory 
change forms. Key punch operators, 
reading directly from the form, create 
a new card for every listing on the 
form, coding each card A, C or R as 
indicated on the form. The form or- 
ganizes the material in proper sequence 
for punching into the directory card. 
Operators do no interpreting — all this 
is done in the editing at publications. 

Next, the new cards are matched 
into the master directory deck, an oper- 
ation that is wired to cause the old 
change cards (cards marked C in pre- 
vious updatings) and R cards (re- 
movals) to drop out. Addition cards 
(A) merge into the deck. 

Now the directory deck is updated 
with address information (building and 
telephone extension). To be sure it 
contains all the people, the directory 
deck is matched against the personnel 
deck. Naturally, we find a few non- 
matching cards, the reasons for which 
must be answered by publications (gen- 
erally due to overlaps of information 
between personnel, publications and the 
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departments concerned). Finally, a list 
suitable for reproduction is printed out 
on the 407 and another phone book is 
ready for printing. Subsequently, more 
proof lists by department (for the next 
updating cycle), distribution decks, and 
a new telephone directory deck for pub- 
lications are furnished. 

Since work for the next book begins 
before the current directory goes to the 
printer, our work is almost continuous. 
Broken down monthly, the schedule 
looks like this: 


ist WEEK 
MANHOURS DAYS 
Distribute this month's directory. ll 2* 
Audit and edit change forms. 36 7 
2nd WEEK 
Keypunch changes in directory. 12 5 
3rd WEEK 


Review non-match cards. & 
Inspect listings. 2 
Correct and type yellow page data. 24 3 
Print new instruction letter. 1 
2 


Provide department proof lists. i 
4th WEEK 
Print new directory. 7 
Send out proofs for next directory. 8 1 +44 
104 25 


* — by another department while we audit change 
orms. 
** Done by another department while we type yellow 
pages. 
*** Done by us while book is being printed. 


This schedule could be trimmed a 
few days by maintenance of tighter 
schedules and working without inter- 
ruption — an almost impossible goal. 
Although the manhours required would 
be the same, the directory itself would 
be one week more current when pub- 
lished. 

Our directory is designed to be as 
complete as possible. Each issue con- 
tains over 3000 names and over 1865 
different telephone numbers. Over 100 
departments are listed plus 23 extra 
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A Model for Every Need... Every | 
Business... and Every Budget... 
Address or imprint in any color | 
any kind of material, in sizes from ~ 

1%” x 3” to 17” x 23”, up to 

5/16” thick, including envelopes 
..postcards...labels...heading — 
statements ... heading timecards 
i 


... Specification sheets...booklets | 
-bulletins.. 





..Magazines.. 
' papers...and other systems im- | 
© printing, for any kind of business | 
> or institution including churches & 
» ...schools...clubs...industrial... 
> retail...banking...service organi- 
% zations.. peciamncetiel 


news: | 





THE NEW TRANSFER PROCESS 
ADDRESSING MACHINE BY 


> 


DASHEW BUSINESS 
MACHINES, INC. 


3655 Lenawee Avenue 
Los Angeles 16, California 


® Dealer Inquiries Invited e 


poe eee Sas: 


For More Information Circle No. 253 
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AMAZING MEW ADDRESSING SYSTEM... 


CUTS ADDRESSING 
COSTS UP TO 807! 


















Exciting new kind of Transfer 
Process machine addresses 
right from unique Dasha- 
master record cards... 
eliminates need for positive 
and negative lists... elim- 
' inates need for messy, costly 
ead stencils, plates, rolls! 


In the all-new Dashew line, you'll see the great- 
est improvements in mechanical addressing in 
40 years! Features low initial cost, low operat- 
ing cost, and lowest cost master preparation by 
far. Machines address with speed, accuracy, 
economy right from Dashamaster cards. Your 
addressing system is ready to go in no more 
time than it takes ordinary clerical help to pre- 
pare cards with typewriter or ball point pen. 
Cards provide space for mailing records, cus- 
tomer service notes, sales data—complete 
customer information right on your addressing 
master. Get more facts on this extraordinary 
new line right now! 


SEND FOR THIS FREE 
BROCHURE TODAY! 


Dashew Business Machines, < 
3655 Lenawee Avenue Inc., Dept. OFF-7 
Los Angeles 16, California 
Please rush me more information on the new Dashew 
Transfer Process Addressing Machines. 
We now use: [] Metal Plates [ Stencils ( Rolls 
C1 Spirit Addresser (1) Outside Service. 
Name 




















Company ee 

Type of Business List Size 
Address 

City State 


Don’t Get Caught 
In The Middle! 


Your office operations can be seriously restricted 
by inflexible reproduction facilities. Small copiers 
can do only limited jobs. Some large office copiers 
can't serve all your needs. 

The new PHOTOSTAT 10-14 Photocopier frees you 
from restrictions—performs all copying jobs! Deliv- 
ers quality copies and volume production, re- 
duces and enlarges, produces positive photocopies 
from paper records and paper enlargements from 
16mm or 35mm microfilm. And all at the touch 
of one button! 

No other machine can match the multiple copy- 
ing jobs turned out by this new photocopier. For 
information on how the new 10-14 can serve your 
operation, write or phone PHOTOSTAT Corporation. 








PHOTOSTAT.—the most respected name in graphic reproduction 
EQUIPMENT AND SUPPLIES - MICROFILM « OFFSET « PHOTOCOPY «+ COPIER 
Offices located in all major U.S. and Canadian cities. 


— z PHOTOSTAT CORPORATION 
ROCHESTER 3,N.Y.,A SUBSIDIARY OF Itek CORPORATION 


For More Information Circle No. 398 
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departments quartered in our building. 

Like a city telephone directory, there 
are “yellow pages” and general infor- 
mation sections in the book. The yellow 
pages contain lists of all departments 
both alphabetically and numerically, 
addresses of IBM’s 14 plants and nine 
major laboratories, and a list of the 29 
buildings in which the development 
laboratory has people or equipment. 
Also, in the yellow pages is a services 
and facilities section with phone num- 
bers of cafeterias, receiving, photo- 
graphic services, personnel, cashier 
services, etc. The information part of 
the directory includes a page of emer- 
gency fire and first aid numbers (on 
cherry paper for rapid finding); a map 
of all IBM locations in Poughkeepsie; 
and a dialing chart to help users find 
the telephone tie-line codes for other 





IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 


or experience. 
Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 


Accredited Member 
National Home Study Council 











For More Information Circle No. 283 
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locations. In addition, there is infor- 
mation about toll calls, telegrams and 
a Poughkeepsie Emergency Planning 
(Civil Defense Instructions) list. Be- 
cause we have frequent business with 
the data systems division headquarters 
in another city, a complete listing of 
personnel there is included as a sepa- 
rate section. 

Since all location information for 
every person in the organization is con- 
tained on a punched card, the simple 
addition of code in a specified location 
on the card permits selection of groups 
of individuals for distribution purposes. 
Groups of cards with the name, build- 
ing and departments printed along one 
edge (Fig. 4) make an address deck 
that is stapled to the top edge of the 
letter, or envelope to provide a mailing 
label for use in office mail. Special 


automation comes to 


tape-winding 






A better method — 
a better machine 
for automatically 
winding perforated, 
communications, 
computing or ac- 
counting tape. 


The Cycle Univer- 
sal Tape Minder is 
made to satisfy all 
the demands of 
modern tape handl- 
ing techniques. 
Write for descrip- 
tive literature, form 
#00-9. 


® 
CYCLE EQUIPMENT COMPANY @)yy-;: 
Gy 


17480 Shelburne Way - Los Gatos, Calif. 
For More Information Circle No. 284 


DEALER 
INQUIRIES 


INVITED 
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decks may be created to reach different 
categories of personnel (all managers, 
all exempt, all engineers, etc.) so that 
a specific communication can be sent 
to only those individuals it should reach. 

We are by no means content to rest 
with this procedure because it takes too 
much time. We have two ideas. In one 
system, the individual department con- 
cerned would send location change 
information to a unit records function 
which would feed this data to a Ramac 
computer. Done on a daily basis, this 
would automatically create an updated 
file from which a telephone directory 
list could be drawn any time. Publica- 
tions would thus be virtually eliminated 
except for the need to review the list 
for accuracy. Distribution decks and 
telephone list created by the computer 
would be up-to-date at all times. 

In a second proposed system, direct 
individual-to-computer input through 
use of the IBM 357 Data Collection 
System is planned. Card input stations 
would be established in each of 29 loca- 








tions where we have personnel. As 
changes occurred, secretaries would re- 
cord changes immediately by punching 
the location information and other 
changes. This data, flashed to a record- 
ing center by an 026 printing card 
punch which in turn constantly feeds 
this information into the computer, 
would also provide a constantly updated 
file from which a telephone directory 
list could be drawn any time. 

Firms not having a computer could 
use this second system with card han- 
dling equipment. The output of the 
printing card punch would simply be 
matched against the distribution deck 
which is thus updated. 

At the moment, these two systems 
remain ideas that we are currently in- 
vestigating and will in one way or an- 
other be in operation here soon. Frank- 
ly, it is our aim to put our department 
out of the business of publishing tele- 
phone directories by finding a way to 
produce them easier, faster and for less 
cost. 
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Fig. 4. Cards created as a by-product of producing the telephone directory are used as 
address labels for distribution of any interoffice materials to specific ‘categories of 
personnel. 
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New Webster Ribbons of WebTex = 
cut tabulator downtime 


. . . because they’re made of WebTex, new miracle fabric that 
combines the toughness of nylon — to prevent ribbon curl and 
machine stoppage — with the long-wear inking qualities of silk. 

And for special data processing installations, large or small, 
Webster will custom tailor ribbons to your specifications. For an 
early solution to your ribbon problems, consult your Webster sales 
engineer now. 


FEF’. S. WEBSTER COMPANY 


8 Amherst Street, Cambridge, Massachusetts 


“Inked Ribbons Since 1889”’’ 


For More Information Circle No, 417 








Electronic 
Accounting 
System 


HE SERIES E desk-size computer 
has been combined with a ten-total 
typewriter accounting machine by Bur- 
roughs Corp., Detroit, to provide a re- 
manufactured data processing system 
that sells for $29,000. The alphabeti- 


cal feature eliminates the need for ad- 
ditional units to write descriptive in- 
formation on accounting forms. The 
system rents for $1200 monthly. 


Ros 
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Programer training requires just a 
few hours because of the simplified ex- 
ternal pinboard. Further extending the 
versatility of the computer is Tri-plex 
input which allows data to be fed to 
the system by adding two punched pa- 
per tape readers and a punched card 
unit, or three tape units. A third op- 
tion is two punched card units. Output 
can be either tape or card punching 
device, or both. 

The compact data processing system 
is presently in use at more than 150 
installations on such applications as tax, 
utility and general billing, sales an- 
alysis, accounts receivable and payable, 
and sales distribution. Earlier models 
of the Series E computer have been 
used for engineering and scientific prob- 
lems since 1955. For More Information 
Circle No. 102. 


The new operating 
console for the 
Burroughs E103 
desk-size computer 
houses a_ ten-total 
typewriter ac- 
counting machine 
and is cable-con- 
nected to the mas- 
ter unit. 
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New BEVCO Tubular Steel Garment Costumers 




































| ; Sturdily made of {” (8-gauge Tubular Steel Mirror-Bright Chrome. 
j Row of Hooks 
qv Floor 
Pedestal \ 
tum 4 — i 
v cy 
3 Hook ah in lengths from 18"-60" 
77.98, 24" as shown $3.45 each. 
$7.95 
COAT & HAT RACK 
| Hook weer 
$9.95 
Imme- 
diate 
Delivery 
St ppec 
KD flat 
she “Parce 7436" Double ~ 
Wall Bracket 


Shelf $16.45 


Available in Single, ee and Triple Shelves. - =~ 
Also Floor Models—2, , 6 lengths, $3.45 each 


Bovco Ventilated Chains 


Offer Correct Seating for Every Need 
Eliminate the Office ““Hot Seat” 
Increase Efficiency 


Stretch 
=> ' 
Fade | 
Tip ROOF \ 


See the 
BEVCO 


Swivel chairs 


P 

















Posture chairs 
Reception Settings 
Costumers: Wall 
s a and Floor Models 
~& Conrad Hilton 
N.S.0.E.A. 


Sept. 23-27 





* 






ES 45A 





er PS-33A | é 
id Posture Chair \ Booth 310W - eto a 
V2" wide—18" deep 
* More Comfort ¢ Longer Wear ¢ Lower Cost 


For More Information Circle No. 250 


B Il VCO PRECISION MANUFACTURING COMPANY 
Ud 831 Chicago Avenue, Evanston, Illinois 





N ATTENDANCE RECORDER, 
which prints and punches all data 
for each employee, was announced by 
American Data Machines, Inc., Hicks- 
ville, N. Y. One or more Record-A- 
Matics may be used in a plant, depend- 
ing on the number of employees. 
Operation is simple and foolproof. 
Each employee selects his _pre- 
printed timecard and inserts it in the 
machine which automatically returns 
it after producing a punched card to 
be used as direct input to any data 
processing system. The unit will punch, 
on a daily basis, three columns of “in” 
time and three columns of “out” time. 
For flexibility, provision has been made 
for a seven-day week. Time is punched 
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Punched Card Time Recorder 





on a 24-hour basis with minutes 
divided into tenths. Printing is on the 
front of the card with no danger of 
being obliterated because print wheels 
are spaced to print digits between 
punched columns. 

An easily operated handle deter- 
mines “in” and “out” printing and 
punching. A microswitch detects the 
cropped corner of the leading edge of 
the card to prevent it from being in- 
serted in a reverse position. Printing 
and punching unit is inaccessible to 
employees using the machine which 
produces elapsed time for weekly pay- 
roll operations. Unit is 16” high and 
easily mounts on a wall. For More In- 
formation Circle No. 215. 
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systems 
copies 


for as little as 2¢ 


laminating 


projection 


transparencies 


general 
copying 


addressing 


labels 


..-and at amazing savings! 
No one business machine in the world 
does more jobs than the “Thermo-Fax" 
Brand Copying Machine ... plus giving 
you WHITE copies, both standard and 
bond-weight. And so economical on 
every job, too! For example: 


Black on white, bond-weight System 
copies for as little as 2¢ a copy... 
Finished Paper Printing Plates in 30 
seconds for as little as 12¢ 


COPYING MACHINES 
(ta ‘i iy Miienesora (finine ano 
y omen | MManuracrurinc company 
wl COPYING PRODUCTS isis ie 


uty 1O Tomostow 


es 
D> THE TERM "“THERMO-FAX"' IS A REGISTERED 
Be ot TRADEMARK OF 3M COMPANY 


Ready-to-project Transparencies 
for as little as 13¢... Many more 
money-saving jobs! 
Get the facts about the versatile 
“‘Thermo-Fax’’ Copying Machine—how 
it does more paperwork jobs. . . does 
them faster .. . for less cost than ever 
before! MAKE US PROVE IT... mail the 
coupon below today. See for yourself 
why the ‘Thermo-Fax’’ Copying Machine 
is the most versatile business Machine 
in the business world. 

Minnesota Mining and Manufacturing Company 

Dept. DBY-91, St. Paul 6, Minnesota 


At no obligation, I'm interested in more information 
about a “Thermo-Fax"’ Copying Machine. 


NAME____. 
COMPANY 
ADDRESS 


CITY ZONE STATE . 
Check if you now own a “Thermo-Fax" Copying 
Machine, 


For More Information Circle No. 436 











tt the FIMISHED JOB that counts 


\ 
ll 


MACKINAC 


JOB-READY 


BUSINESS PAPERS 
sa 4 


Send for 12-page illustrated 
booklet explaining applica- 
tions of the 7 Grades of 
MACKINAC papers: 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 
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MACKINAC Job-Ready Business Papers open 
the door to superior printing results. The print- 
ing surface of each grade in the line is especially 
prepared to give the best possible reproductions 
in the process for which it is made. Each grade 
is designed for maximum efficiency on all mod- 
ern printing and duplicating machines. Precision 
cut to sizes 814 x 11 and 814 x 14. Vellum is made 
in White only, all other grades in White and six 
bright colors that match across the line. 


Sold exclusively through Paper Merchants 


FLETCHER 


a 


PAPER COMPANY 


General Sales Offices: 20 N. WACKER DRIVE, CHICAGO 6, ILLINOIS 
MILL AT ALPENA, MICHIGAN 


For More Information Circle No. 416 
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External Wiring Panel 

SELF-CONTACTING Piggy-Back 
A which can be installed on any self- 
contacting control panel cover to pro- 
vide 80 hubs for external machine 
function changes, has been added to 
the accessory line of Tech Panel Co., 
Binghamton, N.Y. Pilot selector and 
co-selector pick-ups, comparing entries, 
program starts, spacing, counter entries 
and many other machine function 
changes can be made quickly, easily 
and conveniently. It is unnecessary to 
remove the panel cover and take the 
time to trace out a wire or group of 
wires to make a change. 
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The Piggy-Back is made of 1%4” 

” heavy duty phenolic. 
ele to its hubs 
standard self-contacting wires. External 
changes are made with special connec- 
tor wires furnished with each unit. 
Piggy-Backs can be mounted horizon- 
tally or vertically on the flat surface of 
three or four-panel covers, 
tically on two-panel covers. When used 


Internal con- | 
are made with | 


and ver- | 


on one-panel covers, it is mounted ver- | 


tically in the card slot. 
priced at $25 which includes special 
wires for external connection and the 


cost of installing the Piggy-Back on the 
customer’s panel cover. 


For details on 
mounting information and folder of 
Tech Panel accessories, Circle No. 105. 
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SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 

PRINTED MATTER 
AND 

THOUSANDS OF 
OTHER ITEMS 


10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without atnents. The knot is 
slip proof. Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 


YOUR TYING PROBLEMS. 
WRITE FOR CIRCULARS NOW 








TYING MACHINE CO. 
3351A No. 35th St. 
Milwaukee 16, Wis. 


For More Information Circle No. 313 


FELIN 








RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 











For More Information Circle No. 314 
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ICR CHECK imprinting via the 
offset process has been simplified 
in a method described by Photorapid 
Corp., El Segundo, Calif., and now in 
use by one of the country’s largest 
banks. This system is said to make the 
operation profitable for commercial off- 
set printers by eliminating all recurring 
composition which is 90% of the com- 
position. 

New account information is com- 
posed on pre-printed photoreproduction 
paper rather than on an offset paper 
master. After passing quality control, 
it is laminated and trimmed to exact 
check size, then combined with four 
other laminated masters (two others if 
checks are large size) in a plastic jig 
which automatically provides perfect 
registration. A paper transfer negative 
is placed in the jig, which holds it in 
true position, and this set-up is exposed 
quickly in a flat bed photocopier equip- 
ped with vacuum frame. The exposed 
negative and an aluminum plate are 
placed in a plate processor which auto- 
matically aligns and fully develops the 
plate in seconds. The plate is fixed, in- 


NORMAN C. HILL 
MARY ALICE HILL 
CATHERINE HILL 
2183 ORANGE 

COSTA MESA, CALIFORNIA 


NEWPORT BEACH BRANCH 
2444 ViA LIDO 
Newror’ Beach. Cacironmia 


mee eee saggy 2023" 3046e 
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MICR Offset Check Imprinting 


spected and sent to the duplicating de- 
partment for imprinting. The complete 
operation, from placement of laminated 
masters in the jig to finished plate, takes 
less than 90 seconds and may be done 
in normal room light. 

After imprinting and binding are com- 
pleted, checks accompanied by an order 
form and the laminated master are 
mailed to the customer. For his next 
supply of checks, customer fills out the 
order form and mails it with the lami- 
nated master to the bank which can 
bypass the composing room in process- 
ing the reorder. The bank or printer 
may hold the master in its own files 
to avoid possibility of loss or mutila- 
tion, although folding or creasing the 
master has no appreciable effect on its 
reproducing qualities. 

Photorapid Corp. offers a Permaset 
kit consisting of a set of jigs for various 
designated check sizes, vacuum frame 
photocopy machine, Exactamatic auto- 
matic plate processor, supply of paper 
negatives and aluminum Gevaert Magi- 
Plates. For More Information Circle 
No. 334. 


Masters for three 
or five checks can 
be combined on 
one offset plate. 
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The Conference Has Ended... But the Ideas Linger On! 


It's all yours: All the ideas... brainstorms... 
Opinions ... carefully reasoned strategies... 
all there, permanently recorded on tape for 
action or review wherever or whenever you 
wont it. Not a word or nuance has been lost, 
thanks to the Norelco ‘Conference-Mate’—a 
remarkable accessory which adds a new di- 
mension of practical value to your Norelco 
75° Dictating/Transcribing system. Actually 
two accessories in one — a whisper-sensitive, 
conference-microphone, and a full-power, 
portable, conference-speaker — only $37.50, 
including handy remote control switch. Just 
one more example of how the Norelco ‘75’ 


September 1961 


gives you more of everything you need: qual- 
ity,, performance, convenience, versatility... 
at the world's most reasonable price. Write 
for a free demonstration in your office today! 
All the features you need...only the features you need: 
only six simple controls for all dictating and 
transcribing functions * true fidelity sound * 
easy portability * instantly reuseable magnetic 
tape * automatic end-of-tape buzzer * instan- 
taneous telephone-record switch * modern 
decorator styling... just $189.50 (plus tax) 
.including the famous 
Norelco exclusive 2-sec- 
ond magazine loading. 


oreled 


NORTH AMERICAN PHILIPS COMPANY, INC. ¢ Dictonng Equipment Dwision « 230 Duffy Avenue, Hicksville, L.1., N.Y. 
For More Information Circle No. 391 





Duplicates Punched Tape 


APE COMPARATOR SYSTEMS 

and additions to its tape and card 
regeneration systems were announced 
by Friden, Inc., Rochester, N. Y. This 
equipment provides greater ease and 
reliability in duplicating and comparing 
5, 6, 7, or 8 bit codes for use pri- 
marily in computer and numerical sys- 
tems application. A choice of eight 
systems allows flexibility. 

In one of the three comparator sys- 
tems, two Friden Motorized Tape Read- 
ers are connected for automatic veri- 
fication of tapes recently duplicated. 
For example, a tape duplicated from 
one that has been in use for some time 
is compared with the original at 1200 
codes per minute. If an error is de- 
tected in the newer tape, the reader 
stops, indicating the exact position on 
the punched tape. 

Other comparator systems are com- 
bined with regeneration equipment al- 
lowing tapes to be verified and dupli- 


t 


cated simultaneously, saving an addi- 
tional tape handling. A motorized tape 
punch has selector switches which al- 
low codes not found on the Flexowriter 
keyboard to be punched by the mo- 
torized punch. Information already 
punched in short individual tapes can 
be duplicated and compared automati- 
cally and combined into one continu- 
ous tape at 20 codes per second. A 
long composite tape facilitates input for 
wire transmission, computers, tape-to- 
card converters, address plate emboss- 
ing machines, recorders and other tape- 
operated equipment. 

In addition, edge punched cards may 
be duplicated automatically with a Fri- 
den regeneration system composed of 
a motorized (tape or edge card) reader 
connected to a motorized (tape or edge 
card) punch. To prepare a composite 
tape, operator individual tapes 
or edge cards. All codes are duplicated 
and a composite tape produced. The 


feeds 


A system for the fast and ac- 


curate verification of tapes 
punched by Flexowriters and 
other ma- 


chines. 


tape producing 


 . 


For More Information Circle No. 219 — 





PLAI N 
FACTS 


ABOUT 
OFFICE 
COPIERS 





COPIERS 











SHORT, SIMPLE GUIDE 
[TO COPY MACHINES 


How to choose 
the one that’s best 
for you 


SSE ARE THE METHODS 


e copies, these five are most 


usically a photographic process. 
ct with a light-sensitive negative 
positive treated sheet. Often a 


) diffusion transfer in that it uses 
ver, is transferred from a matrix 


ocess. The dark areas on a page, 
heat than the blank areas. Thus, 
rra-red light, will “burn” an image 


ark powder forms the image. The 
ynly of an electrical charge. The 
> the image areas and produces 


HOW THEY COMPARE 


PROCESS 









PHOTOCOPY 
(Diffusion 
transfer 


SPEED 
1 copy in 15 seconds 
to a minute 

COST PER COPY 
4¢ to 9¢ 








PHOTOCOPY 
(Dye transfer 





SPEED 

1 copy in 50 seconds. 
5 in 1 minute 

COST PER COPY 
9¢ to 10¢ for the first 
1¢ for extra copies 











THERMOGRAPHY 











the argument for 
buying a better machine 


Part of it you see from the chart. A diazo machine turning out 
copies at the rate of 200 to 1200 an hour, produces them for a 
cost of 1¢ apiece. Compare this to the 4¢ to 10¢ cost with a 
“cheap” copier and you see how quickly the quality machine 
pays off. It’s the old story: you get what you pay for. 

But there’s more to the story than money saved. Where any 
machine will provide copies, a diazo machine provides systems 
that speed and simplify all business paperwork: order-billing, 
production control, purchasing-receiving, accounting, market- 
ing, personnel, general administration, engineering. 

The diazo copier you see here will provide as many copies as 
you wish, whenever you wish, all clear and exact duplicates of 
translucent originals. (Most office stationery is translucent 
enough for this purpose. And when 2-sided material is to be 
copied, the necessary translucent copy can be secured directly 
on diazo equipment using reflex film.) Diazo copiers can also 





make reproducible copies—“ 
subsequent copies are made. 
time-and-cost-reducing syste 

Diazo ‘duplicate originals’ 
cal, most flexible ‘‘masters”’ { 
write or type on them; add 
make hand-ruled and multi 
colors. 

In addition, diazo copiers 
processing by providing add 
duced on high-speed printer: 
typewriters. 

Diazo also supplements p! 
chines for fast reproduction 
makes masters for high-speed 

Yes, there is a difference w 





. dark powder forms the image. The 
zy only of an electrical charge. The 
to the image areas and produces 


iiive dyestuff. Light passes through 
er and deactivates areas not blocked 
al. A coupling agent (‘‘developer’’) 


nt. 


IERE’S HOW TO CHOOSE 


these methods has its advan- 
Which is best for you depends 


ll be making 
them to look 


ng to pay 


make only a few copies a day, you 
ups 1, 2 or 3—whichever one strikes 
“ices here can be quite low (as little 
for example). But with the lower- 
gh price per copy, 4¢ to 10¢—even 
py quality may not beall you’d wish. 


copies, then you’re wise to pay a 
lot less for the copies. Take a diazo 
ore, it will produce excellent copies 
r letter-size materials. 


r) rst 
1¢ for extra copies 


SPEED 


1 copy in 4 
seconds 


COST PER COPY 
4Va¢ to 5¢ 


SPEED 

1 copy in 10 seconds 
COST PER COPY 
About 4a¢ 


SPEED 

1 copy in as little as 
3 seconds 

COST PER COPY 
About 1 ¢ 


*Speed and copy costs are estimates for letter-size copies using 
materials of average quality and runs of average length. 








THERMOGRAPHY 
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dich of the contusion over ellie aie 
comes from the flood of competitive claiz 
This machine is cheapest...this one is ft 
est. -this one is the eastest to use. 





wee 


separate claims For ' 


from farts? 
Actually, it’s not that the manufactu.vis 





~~ don’t tell the truth, they do. They have to. 
But they don’t have to tell it all. For 
example— 





what about diazo? 
These pages have made some strong claims for the diazo process. 
What of these claims? 
Says Charles Bruning Company, largest manufacturer of diazo 
copiers: 


FIRST, the comparisons you see here are not Bruning’s. They 
were compiled by impartial authorities. No authority—indeed, 
no competitor—contests the fact that diazo is the most econom- 


ical and versatile copy pro 
SECOND, diazo is, overwhe 
architects, draftsmen, engi 
must have speed; they n 
Bruning diazo copiers ove! 
THIRD, Bruning stands rez 
these claims is true. In your 





plore you Duy 
an Office copier 


HERES WHY 
T PAYS 10 


You want speed. A 
makes letter-size cc 
onds—200 to 1200 
You want quality 
are always sharp a 
proud to have cust 
You want fle rib 
copier is unequaled 
cations and for gene 
where the original « 
Unlike other copier 
make reproducible 
producible copies. 
You want savin 
diazo method turr 
copies for 1¢ each 
other processes run 
as much. 
You want selectio 


the one best copier for every bu 





eed. A Bruning machine 
-size copies in a few sec- 
o 1200 an hour. 
quality. Bruning copies 
harp and clean—you’re 
ve customers see them. 

flexibility. A Bruning 
qualed for system appli- 
or general copying needs 
iginal ean be controlled. 
‘copiers, a Bruning will 
ducible copies from re- 
‘oples. 

savings. The Bruning 
xd turns out letter size 

each for materials. All 
ses run four to ten times 


selection. And here it is 


business office system 





the one best copier for 


Model 250 Model 300 


Prints to 30” wide 


Model 675 


it 


‘| 
| 
u 
i 
| 


se 


Prints tc 
17” wide |) Prints to 54” wide 


For better prints and copies. 


naries Br 
1800 Cen 


In Canada 


seeeeeeeeveeeeeeee eevee ee 88 ¢8@ 

















y business office system 


Model 105 _ Model 110 





Prints b 11” wide Prints to 11” wide 


Ree . “a amma Ee ee eT ee oa a 


Reve ute Starlet Model 430 















tenes 5) 
Prints to 20” wide Prints to 42” wide 


FREE DEMONSTRATION O-9 


harles Bruning Company, Inc. : 
1800 Central Road, Mt. P t. HII | would like to have a Bruning man demonstrate 
Central Koad, - Prospect, ti. what a Bruning copier can do for our business. 
nada: 103 Church St., Toronto 1. 


Printed in U.S.A, 










Your operator can 


Motorized Tape Punches and Read- | 
Ba i athe otstew Baswees 


ers are adjustable to accept 5, 6, 7 or 














ers are adjustable to accept 5, 6, 7 or 


Motorized Tape Punches and Read- | 


8 bit coded tapes in widths of 11/16”, 


- OF". 


In sales order writing, for example, | 
using one or more Flexowriters, indi- | 


vidual by-product tapes are created 
automatically as each order is written. 


These tapes vary in length and contain | 


selected information. To speed data 
processing they are combined into one 


tape which is fed into a tape-to-card | 


converter. The information also can be | 
transmitted over existing communica- | 


tions equipment. 


As input to computers, composite | 


tapes speed computer action. Problems 
or phases of problems are prepared on 


the Flexowriter which produces a by- | 


product tape automatically. Tapes are 
converted to a composite tape and the 
entire problem is ready for the com- 


puter. For More Information Circle | 


No. 103. 
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a 
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“Next time make an appointment.” 





<— For More Information Circle No. 219 











Your operator can 
feed stock with both 


hands with this 
Foot-Control Floor Model 


Sptunth 
PAPER DRILL 


ONLY 


216 


A price where 
most bench 
models begin, 











Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind. 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 





Prices slightly higher in Canada 
and west of the Rocky Mts. 


For More Information Circle No. 312 
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MASTERS FLUID 
DUPLICATOR 

Designed in various An exacting formula, 
sizes, coated or non- Hand or electric, the fin- scientifically developed 
coated, tailored to est in sturdy, trouble-free, for all liquid or other 
meet all office and operating performance. direct process duplica- 
school needs. Available Single lever operation. tors. In gallon cans or 
in purple, red, green, Wick or roller moistening steel drums. No offen- 
blue and black. Beau- system at your option. No sive odor or impurities. 
tifully packaged and difference in cost. Experi- Produces bright copies 
identified. Ask for ence based on years of immediately, ready for 
FREE samples. know-how assured. distributing. 

















1201 CORTLAND STREET 
CHICAGO 14, ILLINOIS 







For More Information Circle No. 434 
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SHELF FILING? 
DROP FILING? 
BOTH IN 


ROLL OUT § Onserv-a-File’ 
) by SUPREME 


A new dimension in 
Vertical Filing Systems. 
It rolls out in less than 
half the distance needed 
for drawer files. Yet 
lets you see and reach 
every record. From the 
front, from the 
side, from the top! 
Doesn‘t waste space. 
Better than a drawer! 


Now your clerks drop file. 
Fast! Now transfer your old 
records, Fast! Without new 
folders, without addressing 
new side tabs. Simply! 


Now you profit from high 
activity filing ... and the 

50 per cent (and more) floor 
space saving that Conserv-a- 
file gives you! Remember — 
just one 7-tier Conserv-a-file 
equals 92 drawers in 
conventional filing cabinets! 


Available in a 
variety of models. 
Shipped set up. 
(Knocked down 
units on special 
order only.) 


*Patents Pending 


SUPREME STEEL EQUIPMENT Corp. 


: 50th St. & Second Avenue — Brooklyn 32, N. Y. 
rp 


Copyrignt 1961, Supreme Steel Equipment Corp. For More Information Circle No. 242 








NEW! 


WILSON JONES 
NYLON 
ait 

BINDERS... 


WON'T TEAR SHEETS —WON’T BREAK OFF! tie sicst rea 


improvement in report covers in a quarter century: Wilson Jones genuine pressboard 
No. 447\N) “Redi-Covers” with new flat Nylon prongs. Sheets won't tear out, as with metal 





prongs. Nylon prongs last longer. They don’t kink. Frequent bending, for removal or addition 
of sheets, won't break them. And, Nylon prongs can’t cut fingers. 7 sizes, 3 colors. If your 
regular stationery dealer cannot meet your requirements, please send us his name. Ask for 
a free sample on your business letterhead. 


209 S. JEFFERSON ST., CHICAGO 6 * 122 €. 23RD ST., NEW YORK 19 





For More Information Circle No. 444 
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[in Employee Relations! 


ROUND-UP of day - to - day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Is Discharge Fair for Punching Another’s Timecard? 


What Happened: 

A cardinal rule in business is that a 
worker must not punch another’s time- 
card. Every company has a rule on 
this. One afternoon two employees, 
Fonte and Wizner, were meeting in 
the manager’s office. The discussion 
was about some work problem. When 
the talk was over, both men started to 
leave. Fonte reached for his timecard 
and punched it out. Wizner stopped 
for a moment to talk to the assistant 
manager and called to his friend, 
“Punch me out, too, while you're 
there.” Fonte obliged. The next day 
he was fired. The case went to arbi- 
tration and the company said: 

1. We have a rule. It is a reason- 
able one. We must enforce it, other- 
wise employees will take advantages. 

2. Fonte knew of this rule. We have 
posted it conspicuously on_ bulletin 
boards. 

3. If we make an exception here, 
everyone else will want special consid- 
eration. 
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Fonte’s reply was: 

1. I was just doing a fellow a favor. 
I meant no harm. 

2. Why was I fired? What about 
Wizner? If it’s wrong to punch out 
another’s timecard, isn’t it just as wrong 
to ask someone to violate the rule? 


Was Fonte: 
RIGHT (0 WRONG () 


WHAT ARBITRATOR THOMAS P. 
WHELAN RULED: “This arbitrator 
understands and entirely agrees with 
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the company’s argument that it has the 
right to provide positive rules and regu- 
lations for the conduct of its employees 
and the orderly operation of its busi- 
ness. Among these rules is that gov- 
erning the punching of timecards. This 
rule is reasonable and has been proper- 
ly established. The obvious purpose 
is to prevent cheating on the part of 
tardy employees and those who leave 
work prior to quitting time. The rule 
provides that punching a card other 
than an employee’s own is reason for 
dismissal. 

“The testimony is undisputed. It pic- 


What Happened: 

Year after year Edna Conrad was 
“given another chance.” Everyone 
agreed she was a nice, well-mannered 
lady, but at work she was slow and in- 
accurate. Training was of little help 
—she just couldn’t catch on. In 11 
years she was shunted from one super- 
visor to another. When one got fed up 
with her incapability, he passed her on 
to another. Finally the company made 
a move—she was fired. At arbitration, 
she said: 

1. Why did you wait so long to 
make up your mind? It’s not easy for 
me to find another job. 

2. I have had seven transfers in 11 
years. No wonder I was confused and 
unable to work. 

3. You did me a disservice by keep- 
ing me so long. Now find me work 
somewhere else in your organization. 
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Who Loses if Management Misjudges a Worker’s Skill? 





tures a situation where two employees 
have completed their service for the 
working day, are proceeding to leave 
the employer’s premises and are about 
to punch out. One requests the other 
(who happens to be nearer the clock) 
to punch him out also. There are no 
questions of quitting before the estab- 
lished quitting time.. There was no in- 
tent on the part of either employee to 
cheat or perpetrate a fraud. The 
grievant was not discharged for good 
cause. He shall be reinstated without 
loss of seniority and shall be reim- 
bursed for any loss of wages.” 


The company replied: 
We tried and tried—for 11 years to 
get you up to par. We failed. Are we 
therefore saddled for life with an in- 
competent worker because we were 
indulgent for so long? 


Was the Company: 
RIGHT (1 WRONG [( 


WHAT ARBITRATOR BURTON B. 
TURKUS RULED: “Shunting this em- 
ployee from supervisor to supervisor 
was morally and logically unsustainable. 
The supervisors simply ‘passed the 
buck,’ each seeking to avoid facing the 
reality of an earnest employee who was 
doing her ‘level best’ to make good— 
but never a satisfactory clerk because 
she was never ‘cut out’ for such a role. 
This was a disservice to her and the 
company. All that was accomplished 
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ECONOMY-PRICED AT $2 


A NEW | DESK-TOP | ADDRESSOR THAT GIVES YOU 


A COMPLETE ADDRESSING DEPARTMENT 


Now...a new concept in automated addressing that electrically 
addresses thousands of individual pieces of mail per hour... from long- 
life, penny-priced stencil plates that last for years... but are made in 
seconds...on your present office typewriter. This miracle of mailing 
convenience also prints onto rolls of paper tape and labels; statement 
headings; time cards; invoices; bank checks; etc. 


The many built in features provide for time saving systems at no 
extra cost—automatic tape feed . . . finger tip selector. . . repeat address- 
ing... color coding and many others. 


For complete details on the Nordamatic versatility and stencil plate 
interchangeability write to: 


DEALERS: 
reaper agree NORD PHOTOCOPY AND ELECTRONICS CORPORATION 


visit us at the Conrad Hilton: 300 DENTON AVE... NEW HYDE PARK, L. }1.. N. Y. PI 6-4300 
booths 340 and 341; Sept. 23-26 


For More Information Circle No. 233 








was a waste of years for the employee 
with the inevitable and demoralizing 
humiliation of discharge for inefficiency 
after long years of conscientious effort 
—and the concomitant economic waste 
to the company. If merit ratings had 
any significance, it was evident to 
higher supervision that she was emo- 











tionally and temperamentally unsuited 
for the work. It was clearly evident 
that the employee tried her best but 
was incapable of performing the duties. 
The right of the company under the 
contract to discharge the employee is 
established and must be sustained. The 
grievance is denied.” 


Can Stockholder-Employee Complain to President? 


What Happened: 


Frank Hammond bought four shares 
of his company’s stock. When he re- 
ceived his first annual report he read 
that the company officers encouraged 
communications from _ stockholders. 
One day when things weren’t going so 
well in his department, Frank picked 
up the phone and asked to talk to the 
treasurer. He said he was an employee 
and a stockholder. He got an appoint- 
ment. When the treasurer heard his 
complaint, he suggested that Frank 
take the matter up with his supervisor. 
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A few months later Hammond, feel- 
ing that there were many wasteful prac- 
tices in the department, called the presi- 
dent of the company. The big boss 
came to the phone and Hammond made 
suggestions on how to improve opera- 
tions. For this and his previous activi- 
ties he was given a warning notice 
which read in part, “This is to warn 
you to cease and desist trying to con- 
tact and/or make appointments with 
company officials during working 
hours.” 


When he received the warning he 
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thats AA — Br throw — 
.. . the strip zipped from a 
pack of ODIN® mimeo, dupli- 
cator or bond finish paper. 
“Zip” and the pack’s a re- 
usable pouch — saving paper, 
space, new wrap. Samples: 
Bergstrom, Neenah, Wis. 





OFFICE PRINTING PAPER 


MIMEO FINISH 


WHITE 
8X11 SUB 20 ONE REAM 


@—~ TO OPENPULL TAB 





For More Information Circle No. 470 
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IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 
this beautiful office furniture! 


MATCHING +7795 DESK AND #258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 
Plus feature: excellent for use with busi- 
ness machines. Companion chair is up- 
holstered in quality vinyl plastic with 
urethane foam cushion. 





ALL-METAL #127 FOLDING CHAIR 

This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


FREE! New catalog showing Virco's line 
¢ of office furniture. 


Write today to: 


VIRCO MFG. CORPORATION 


Dept S-9, P.O. Box 44846, Station H 
Los Angeles, California 
Plants also in Arkansas and Pennsylvania. 
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For More Information Circle No. 432 
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asked for time off to go outside and 
call the president about the warning 
slip. This was refused. Hammond then 
complained of feeling ill and received 
a medical pass. He went home and put 
through his call to the president. When 
he came to work the next day he was 
given a week’s disciplinary layoff. He 
grieved: 

1. I called the president from my 
own home—at my own expense and 
on my own time. You have no juris- 
diction over me. 

2. I’m being penalized for exercising 
my rights as a stockholder, yet the 
company encourages stockholders to 
contact company executives. 

The company maintained that Ham- 
mond was an employee and that it had 
a right to clamp down on his harass- 
ment of company officers. 
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Was the Company: 

RIGHT ( WRONG (J 
WHAT AN ARBITRATION BOARD 
RULED: “When he asked for the pass 
to go home after receiving the warning, 
and then phoned the president, Ham- 
mond was acting in direct defiance of 
the written warning—and of previous 
verbal warnings to stop bothering com- 
pany officials, As a stockholder he 
could not don the cloak of immunity 
for this action, since the basic purpose 
of his call was to protest the warning 
he had just been given. That warning 
was given to him as an employee, not 
as a stockholder, and his proper re- 
course as an employee was through the 
grievance procedure. This is an em- 
ployee relations problem, not a stock- 
holder’s problem. The company had 
proper cause for its disciplinary action.” 
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ELECTRIC TYPEWRITER 


International Business Machines Corp., 
Electric Typewriter Div., 545 Madison 
Ave., New York 22, N. Y., announces an 
electric typewriter without type bars or 
a movable carriage. Called Selectric, it 





types by means of a single sphere-shaped 
element bearing all alphabetic characters, 


numbers and punctuation symbols. As 
typist types on the conventional keyboard, 
the sphere-shaped element moves from 
left to right on its carrier across the paper 
as it selects and types the desired character 
or symbol. A _ selective stroke storage 
system increases typists’ speed and ac- 
curacy. If two characters are struck nearly 
simultaneously, only the first is typed, 
while system automatically waits a split- 
second and then types the other immedi- 
ately. Flexibility of type styles is offered 
by the single type element which may be 
removed and replaced with another type 
style in seconds. Type styles may be chosen 
from an initial library of six designed for 
billing, personal and general correspon- 
dence, and script typing. Ribbon changirg 
is easier and faster. Instead of a ribbon 
spool on each side of machine, a ribbon 
cartridge containing two spools, side by 
side, is mounted on the carrier. To change 
ribbons, typist lifts ribbon cartridge off 
carrier and snaps on cartridge containing 
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fresh ribbon or one of another color. She 
need never touch the ribbon itself. Ribbons 
in eight colors are available. The Selectric 
is available in two sizes: smaller model 
accommodates paper up to 11” wide; 
larger model accommodates paper widths 
up to 15%”. Priced at $395 and $445 
respectively. For More Information Circle 
No. 172. 


DIAZO-PHOTOCOPIER 


Charles Bruning Co., Inc., 1800 Central 
Road, Mt. Prospect, Ill., announces the 
Duet which copies anything including 
colored images like ballpoint pens and 
one or two-sided documents at Ic per letter 
size copy. Bottom section contains a dual- 
purpose exposure unit, which is convertible 





to either diazo or photocopy at the flick 
of a switch, and a complete diazo unit 
with a top speed of 12 ft. per minute. 
Upper section contains a complete photo- 
copy processing unit also geared to 12 ft. 
per minute, All three units are controlled 
by a single, graduated knob. In addition 
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to conventional photocopying, the Duet 
will produce a translucent master from 
which low-cost copies can be made in its 
diazo section. It copies anything up to 11” 
wide by any length. The machine is 144%” 
high, 1934” wide, 1434” deep; weighs 61 
lbs.; operates on 115-volt, 60-cycle, single 
phase AC. For More Information Circle 
No. 170. 


CALCULATOR 


Bohn Duplicator Co., 444 Park Ave. 
S., New York 16, N. Y., announces the 
Bohn Contex-20 compact, portable, ten- 
key electric calculator. Weighing only 
7 Ibs. and smaller than a telephone, the 
machine adds, subtracts, multiplies and 





360 cycles 


divides at per minute. It 
totals to 11 columns (999,999,999.99) 
multiples from either left or right, holds 
a constant and has automatic decimal in- 
dication in division. Anyone can learn 
to use it in ten minutes. While easily 
portable, it is electric and automatic for 
heavy duty applications, and can be used 
full time in accounting or bookkeeping de- 
partments where workloads are heaviest. 
Costs $235. For More Information Circle 
No. 141. 


OFFSET INKING CONTROL 


Townsend Industries, Inc., Altoona, 
lowa, announces a ratchet action crank 
for faster ink recovery on 1250 and 1250W 
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Multiliths. The Speed-Flo crank replaces 
the round knob used in manually rotating 
ink-feed roller. A few spins give fast, im- 





mediate recovery when inking becomes 
light in printing heavy solids. In addition, 
it is claimed that the use of this crank 
allows fountain screws to be set more 
easily, faster and more accurately, and 
that cleanup is easier. The Speed-Flo 
Crank can be quickly installed. Retail 
price is $9.95. For More Information 
Circle No. 114, 


COPYING PAPERS 


Photek, Inc., Box 1553, Providence 1, 
R. I., announces Photocopy diffusion 
transfer papers which offer a sharp deep- 
black image on white paper, faster proc- 
essing time to permit almost instantaneous 
peel-apart after exposure and develop- 





ment, and both dimensional and chemical 


stability. Photek Photocopy 8%” x 11” 
and 8%” x 14” positive and negative 
papers come 100 and 500 sheets to a 
box. Other sheet sizes will follow shortly. 
Designed to operate successfully on vir- 
tually all existing diffusion transfer office 
copying equipment, and will be supplied 
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with a carefully balanced Photek De- 
veloper Solution. For More Information 
Circle No. 137. 


SECRETARIAL CHAIR 
Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New 
York 17, N. Y., announces the Adjust-A- 
Matic chair for secretaries. Seat is split 
in two equal halves, each half responding 
to the weight and movement on the two 





“halves” of the body. Each section of 
the self-aligning seat is mounted on a 
flexible universal joint. Surrounding each 
joint is a large foam-rubber block that 
responds to body movements. Body 
weight is borne by the seat bones (ischial 
tuberosities), not by soft body tissue which 
might cause cramped circulation and 
fatigue. Adjust-A-Matic responds to even 
the slight motions of the body caused by 
breathing, to provide the three basic ele- 
ments of correct seating: balance, support 
and motion. For More Information Circle 
No. 153. 


COPYING MACHINE 


Anken Chemical & Film Corp., Newton, 
N. J., introduces the Anken Attache, a 
portable copying machine built into an 
attache case for executives on-the-go, en- 
gineers, construction men in the field, 
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lawyers, investigators, salesmen and others 
who need to copy data in the field or at 
reference locations. Weighing 12 Ibs., 
the attractively styled case in natural lug- 
gage color with brass hardware and dual 
security locks is ruggedly constructed to 





take the rigors of travel. It can copy any 


original up to 9” wide by any length. Cut 
sheet negative and positive papers are 
stored in the top of the case. Can be used 
in daylight or under artificial lighting. 
Unit’s exposure light source is an 8-watt, 
12” green fluorescent lamp, rheostat-con- 
trolled by a panel knob to compensate for 


varying shadings of originals. Overall 
dimensions are 17/2” wide, 1234” high, 
4%” deep. Fully warranted for one 
year, costs $149.50. Anken also intro- 


duced a Contoura Attache model for 
$199.50 that combines all features of the 
standard model with the addition of a 
book-copier that fits into the case for use 
on maps, charts, blueprints and bound 
volumes. For More Information Circle 
No. 163. 


LABEL & TAPE PRESS 


Columbia Label Corp., 4755 N. Talman 
Ave., Chicago 25, Ill., announces the 
Mark II Label & Tape Press for companies 
using a large volume of pressure-sensitive 
labels or requiring a wide variety of copy 
changes. As easy to operate as the aver- 
age duplicator, it can be mastered by un- 
skilled personnel after a few minutes in- 
struction. The Mark II prints, die-cuts, 
removes waste and rewinds pressure-sensi- 
tive labels or tape in one automatic oper- 
ation at up to 150,000 labels per hour. 
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There is no need for preprinted or die-cut 
labels as press performs all necessary 
operations on plain tape or label stock, 
saving up to 80% and eliminating the 
need for large inventories. Utilizing flexo- 
graphic plates it will reproduce any copy 
(including halftones). Plate changes require 
less than 15 seconds and cutting dies can 
be changed in less than a minute. It will 
print any size or shape label up to 
2144” x 12” on a variety of materials in- 





cluding Kromekote paper, gold or silver 
foils, metalized Mylar, cotton cloth, vinyl, 
gummed and heatseal paper, etc. Columbia 
ink is available in 37 standard colors or 
exact shades can be matched. Press weighs 
60 Ibs. and requires less than 2 sq. ft. of 
table space. For more information and 
samples printed on the press, Circle No. 
194, 


PORTABLE PA SYSTEM 


Perma-Power Co., 3100 N. Elston Ave., 
Chicago 18, Ill., announces a portable, 
self-contained public address system, Rov- 
ing Rostrum, for use at business and con- 
vention meetings where a quick, simple, 
method of voice amplification is desired. 
Battery operated unit is contained in a 
single case, amplifies voice or music with 
good fidelity, clarity and high volume 
sufficient to reach an audience of 500 
or more people. Inputs and outputs allow 
it to be used with a phonograph, radio, 
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auxiliary speaker or tape recorder, Weighs 
less than 30 Ibs. and requires no com- 
plicated setting-up, adjustments or warm- 
up time. Two speakers may be used singly, 





or simultaneously for greater audience 
coverage. Each can handle the full 10-watt 
push-pull transistorized amplifier’s full 
power. Anti-feedback speaker housings 
allow high volume without howls. Micro- 
phone response, 60-10,000 cps. Will oper- 
ate on two standard lantern batteries for 
more than a year with moderate use. Costs 
$124.50 complete except for batteries; one- 
year warranty. For More Information 


Circle No. 134. 


TYPE COMPOSING MACHINE 


Visual Graphics Corp., 311 East 46th 
St., New York 17, N. Y., announces that 
the entire operation of the Photo Typosi- 











tor film lettering machine is _ visible, 
automatic, electronically controlled and 
effortless. Enlarges or reduces from 


standard film alphabets (8 to 196 pt., 4%” 
to 1%”). Operating in daylight it instantly 
develops each letter as it is exposed at an 
average cost of 2c per word. Letters can 
be slanted to the left or right, condensed 
or expanded, holding one dimension while 
changing the other, bounce, stagger, curve, 
interlock, letterspace, step-down, step-up, 
repeat and other variations. Thousands 
of variations in sizes, proportions and 
slants are possible from a single film let- 
tering alphabet that costs $12. Machine 
fits on desk or table, and plugs into a 
110-volt AC electrical outlet. Available 
on a declining lease basis averaging $40 
per month which includes installation. 
instruction, complete operational kit and 
service. There is also a lease-purchase 
plan. For brochure, Circle No. 155. 


NAMEPLATES, LABELS PRINTER 


Power Dispatchers Equipment Co., Box 
1947, Milwaukee 1, Wis., announces Print- 
N-Press for making nameplates and labels. 
It includes a cutting board in an attache 





case, knife, tweezers, burnishing tool and 
instructions. Materials and samples in- 
clude four sheets of letters and numerals, 
pressure-sensitive materials with backing, 
lettering tapes, sealing tapes and paper 
sheets. With kit, user applies lettering 
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tape, positions and transfers type, lifts 
off sheet and re-positions for next type 
transfer, applies protective tape, trims if 
necessary, removes backing and applies 
in place. introductory offer for kit is 
$24.50 f.0.b. above; also ten-day free trial. 
For More Information Circle No, 202. 


CASH REGISTER 


Regna Cash Registers, Inc., 175 Fifth 
Ave., New York 10, N. Y., introduces a 
“talking cash register,” the Regna Item- 





izer cash register which allows each 
customer to automatically hear a special 
offer or advertising slogan and see the firm 
name printed at the top of every itemized, 
dated and numbered ticket. For more 
information and prices, Circle No. 165. 


COPYING MACHINE 


Ozalid Div., General Aniline & Film 
Corp., 513 Corliss Lane, Johnson City, 
N. Y., announces the Transfer-a-matic 
Convenience Copier which turns itself on, 
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makes exposure, peels away negative, ad- 
justs itself to any length original, trims 
positive, delivers developed prints at a 
rate of four 84%” x 11” copies per minute, 
and turns itself off. A developing labora- 
tory in itself, its wide photographic latitude 
compensates for variance in quality of 
originals, producing a good’ copy every 
time and eliminating waste. Multiple copies 
can be made in conventional diazo equip- 
ment for about Ic a copy. No lining up 
of the original and sensitized paper is nec- 
essary. When original is placed in ma- 
chine, out it comes with a positive copy. 
Copies are dry, flat, with no curl, and 
will not stick to each other or to another 
surface. Machine will copy any materials 
up to 11” wide by any length. It auto- 
matically cuts copies to the length of 
original; eliminates the need to stock vari- 
ous sized cut sheets of negatives and posi- 
tives. Price of unit is in $600 range. For 
More Information Circle No. 206. 


ELECTRIC PROJECTION SCREEN 

Da-Lite Screen Co., Inc., Warsaw, Ind., 
announces the electrically operated Cos- 
mopolitan screen which can be easily 
recessed in the ceiling, behind a valance, 











or mounted on a wall. An oiled-for-life, 
110-volt, AC, 60 cycle motor with preset 
limits stops the screen in proper viewing 
position. Remote control switch is included. 
Touch of switch puts screen in position, 
ready for viewing. Screen surface of Da- 
Lite White Magic glass-beaded flame and 
mildew resistant fabric provides bright, 
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clear reproduction of black-and-white and 
color slides, movies or opaque projection. 
Available in four sizes from 40” x 40” to 
70” x 70”, starting at $132. For More 
Information Circle No. 135. 


CHAIRS 


General Fireproofing Co., Youngstown 
1, Ohio, announces the Goodform 600 
group consisting of eight models, clerical, 





secretarial, executive, and side or guest 
chairs. Contemporary in feeling, and with 
clean, modern lines, this furniture was 
developed for use where design require- 
ments demand contemporary styling. The 
group incorporates all principles of Good- 
Form adjustable seating plus comfort and 
rugged durability. Designed to distribute 
user’s weight over a larger body area, 
chairs are adjustable in height, depth, 
shape and pitch of seat, and angle between 
the seat and back. Constructed of alumi- 
num with foam rubber cushioning to match 
modern office furniture and decor. Up- 
holstery material is available in GF Vi-nel, 
Bedford Cord, GF Studio and custom 
fabrics, All models can be furnished with 
or without welts. For More Information 
Circle No. 201. 


BOOK COPYING SERVICE 


Micro Photo, Inc., 1700 Shaw Ave., 
Cleveland, Ohio, announces Duopage 
service which utilizes electrostatic prin- 
ciple plus a technique developed by Micro 
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Photo technicians during two years of 
experimentation and testing. Libraries 
and other organizations can have material 
printed on both sides of a single page, 
eliminating double thicknesses of paper. 
Page numbers appear in the same location 
as in the original book, and in the original 
corners of the pages rather than hidden 
in the binding. Libraries can replace 
volumes in existing sets without sacrific- 
ing additional shelf space. Volumes are 
supplied bound or unbound. Unbound 
reproductions enable libraries to use their 
own bindery to match volumes already on 
their shelves. Duopage is presently limit- 
ed to books containing text matter and 
line drawings. As yet, no successful solu- 
tion nas been found for duplicating half- 
tones or photographs by this electrostatic 
process. For More Information Circle 
No. 150. 


CHECKWRITER 
Nippo Machine Industry Co., Ltd., 47.2 
Chome, Tenjin-Cho, Nishi-Ku, Yokahama, 
Japan, announces the Nippo Wellon Elec- 





tric Checkwriter which writes up to 200 
checks per hour by rotating a dial both 
clockwise and counter-clockwise. There is 
no noise, and machine prints distinct fig- 
ures. There is said to be no way that checks 
written by this machine can be altered. 
For More Information Circle No. 340. 


PORTABLE COPYING MACHINE 


Fotochrome, Inc., 1874 Washington 
Ave., New York 57, N. Y., introduces the 
Copy Traveler portable copying machine 
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that weighs only 15 Ibs. and can copy all 
kinds of printing or writing in 22 seconds. 
When case is opened, chemical trays auto- 
matically fill. When case is closed, fluids 





are automatically sealed in leakproof bags 
so that machine may be carried without 
emptying chemicals. For More Informa- 
tion Circle No. 128. 


BRIEFCASE-BAG 


Stein Bros. Mfg. Co., 1401 W. Jackson 
Blvd., Chicago 7, Ill., announces a com- 
pact multi-pocket Brief Bag No. 8-5 


which combines high styling with adapt- 





ability for use as a ‘business case or as a 
high style carryall handbag for pleasure 
trips. It has the capacity to hold im- 
portant papers, catalogs or change of 
clothing for short trips. Brief Bag has 
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three: expanding pockets, plus a handy 
outside pocket with its own flap and catch. 
Disappearing handles make it easy to 
carry as a brief bag or underarm case. 
Popular with women because of its at- 
tractive styling and roominess, and with 
men because of its well organized large 
capacity. Available in genuine top grain 
cowhide or Tufide. For More Informa- 
tion Circle No. 140. 


HANGING FILES 


R. P. Gillotte Co., 1222 Sumter St:, 
Columbia, S. C., announces its Oblique 
Filing System which provides easy access 


cereeore tee 








to material from the side of folders. Each 
folder is individually suspended on a pair 
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of tubes, spaced to form rails, by two pairs 
of hooks. Folders are heavy kraft and 
hooks are steel to hold extra heavy loads. 
Indexes on the side of each folder are 
5%” long. Index: labels, 25 to a sheet 
(plain, alphabetical or numerical) for easy 
typing, come in green, red, blue, yellow, 
brown and white. Labels are protected 
with a transparent strip which can hold 
a file signal in any of five colors. Folders, 
in sizes from forms to x-ray, have snaps 
on either side to become interlocking 
hammocks or, by folding in reverse, they 
become closed folders. Rails can be in- 
stalled anywhere in a space 14” deep by 
14” high for letter size folders. Shelves, 
closets and storage areas may be con- 
verted to filing cabinets. For More In- 
formation Circle No. 167. 


DESK TRAY . 


Associated Plastics, Box 835, Grand 
Prairie, Texas, offers a combination of 
color and design in a desk tray to har- 
monize with today’s decorator offices while 





fulfilling its desk function. The Decor-a- 
Tray is moulded in letter and legal size, 
double and single stand, from satin finish, 
high impact plastic to match telephone 
colors, Virtually indestructible, it with- 
stands the hardest knocks, will not crack 
or warp, and does not stain or scratch. 
For More Information Circle No. 149. 


OFFSET PLATE 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, IIl., announces a presensitized 
aluminum offset plate, called the 8000 
series long-run plate, which can be used 
on any offset machine for high fidelity of 
reproduction up to 25,000 or more im- 
pressions. It produces dense solids and 
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clean halftones, is suitable for close reg- 
ister work on long-runs, and may be filed 
and rerun with ease. Plate handles easily 
and provides a wide operating latitude in 
processing and running. Company also 
makes shorter run metal plates and paper 
masters. For More Information Circle 
No. 115. 


COPYING MACHINE 


Photek, Inc., Box 1553, Providence 1, 
R. I., announces the Expediter 10, a 
$99.50 copying machine with push-button 
control and disposable developer car- 
tridge. It offers fast, convenient opera- 


tion, clean handling and perfect, perma- 





nent copies. This 13-lb. portable machine 
features a disposable flexible plastic car- 
tridge which, when inserted in the ma- 
chine, fills or empties the tray by pushing 
a button, and is invisible from the out- 
side. All handling of chemicals is elim- 
inated and developer life is prolonged by 
the air-tight cartridge. The machine will 
copy all written, drawn, pencilled, typed 
and stamped originals, in any color, giving 
sharp, maximum contrast, permanent 
black-and-white copies. Housed in at- 
tractive beige-and-gold high impact sty- 
rene exterior with anodized gold-colored 
aluminum chassis. For More Information 
Circle No. 139. 


NAMEPLATE 


Pee Cee Tape & Label Co., 521 N. 
LaBrea Ave., Los Angeles 36, Calif., an- 
nounces Tufmark, a durable, pressure- 
sensitive nameplate for product identifica- 
tion and instruction uses. The rugged, com- 
pletely abrasive resistant nameplate proved 
practically indestructable in tests conducted 
by Pee Cee engineers and outside testing 


200 


laboratories. Constructed of a 2 or 3 mil 
sheet of metalized polyester film with 
printing sealed between the transparent 
film, metalization and pressure sensitive 
adhesive, so that the nameplate becomes 
permanent and cannot be abraded or de- 
faced. Labels are impervious to most oils, 
solvents, greases, weather and liquids. The 
Tufmark will perform between —300°F to 
4+500°F. For More Information Circle 
No. 130. 


CAMERA ENLARGER-REDUCER 


M. P. Goodkin Co., Dept. 90P, 112 
Arlington St., Newark 2, N. J., introduces 
an enlarging-reducing head for its Vertical 
18” and Vertical 24” Cameras which allows 
the cameras to be used for making color 
and black-and-white prints or transparen- 
cies, enlarged, reduced or same _ size. 
Cameras are transformed, in effect, into 





photographic enlargers accommodating up 
to 18” or 24” negatives or transparencies 
depending on the model of camera. Film- 
holder acts as negative or transparency 
holder, and copyboard becomes an easel 
on which light-sensitive material rests. En- 
larging-reducing head fits on top of camera, 
its light is projected downward through 
negative or transparency. Image passes 
through camera’s regular lens and is then 
projected, enlarged, reduced or same size, 
on the copyboard’s film or photo paper. 
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Exposure is controlled by camera’s stand- 
ard timer while size of the finished print 
is predetermined by camera’s regular cali- 
bration system. Unit adds only 24” to 
height of camera and can be moved about 
easily. Additional applications include re- 
versing negatives, changing negative sizes 
and altering halftone screens to suit differ- 
ent paper stocks. For More Information 
Circle No. 195. 


CASH REGISTER 


Victer Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, IIl., announces 
that customized transaction keys are now 
available on Victor X-6 models ‘which 
cost $179 plus tax, These cash registers 





provide operators with a modern business 
control system. Enforced registration is 
available at no extra charge. Operators 
can record all cash sales, charge sales, re- 
ceived on account and paid out trans- 
actions. The Victor X-6 registers to $999.99 
and totals one-cent less than $10,000. It 
can also be used as an adding machine. 
For More Information Circle No. 200. 


SHELF FILES 


Supreme Steel Equipment Corp., 50th 
St. & 2nd Ave., Brooklyn 32, N. Y., an- 
nounces a roll-out Conserv-a-file unit 
with shelves that can be pulled out for 
complete records accessibility from‘ the 
top and front. (Patents are pending on 


THe Orrice—September, 1961 


this feature.) Records can be inserted 
or withdrawn without removing folders 
from the shelf. New folders are not 
needed since present top tab folders can 
be transferred to a roll-out Conserv-a-file. 





All records on any shelf are visible at 
once, an advantage for the clerk who 
needs to know which records are in or 
out of the file. The line ranges from a 
two-tier desk companion to seven-tier 
units, in which the top pair are standard 
Conserv-a-file shelves for the storage of 
less active records. (In a six-tier unit the 
top shelf is reserved for storage.) One 
seven-tier unit is the equivalent of 9% 
drawers of conventional filing and saves 
over 50% in floorspace. Units above 
counter height have posting shelves. Re- 
tractable doors and Supreme’s gang lock 
are optional. Like the standard Conserv- 
a-file, additional roll-out units can be 
attached to starting units, either in rows 
or back-to-back. Available as a welded, 
assembled unit or as a knocked-down 
package. For More Information Circle 
No. 151. 


RUBBER STAMP RACK 


Delta Distributors, 20 E. Elizabeth Ave., 
Linden, N. J., offers the Stampost Magnetic 
Stamp Rack with a non-tarnishable chrome 
bar enclosing lifetime magnets. Bar can 
be screwed or cemented to a wall or 
counter. Available in 12”, 18” and 24” 
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sizes to hold up to 16 rubber hand stamps. 
To convert old or new stamps to Stampost 
use, press tacks furnished with kit into 











side or head of stamp. Then magnet holds 
stamps in place. The 12” size is $6.50; 
18”, $9.75; 24”, $13. For More Informa- 
tion Circle No. 189. 


LABELS & DISPENSER 


Nashua Corp., Nashua, N. H., an- 
nounces the Model 210 National Perfect 
Labeler and preprinted Itstix Perfect 
Labels for package sealing. Larger labels, 
perfect registration and design-location, 





labor savings, convenience, better storage 
with longer shelf life, and easier handling 
are among the advantages of this equip- 


ment. Itstix Perfect Labels are larger 
for greater display possibilities and more 
useful printing area as product labels, 
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warning stickers, markers, coding labels, 
routing stickers, etc. Model 210 National 
Perfect Labeler dispenses labels a full 1” 
wide and 3%” long, '2” longer than pre- 
vious labels. This 16% larger size re- 
duces the number of double-length re- 
quirements in sealing larger than normal 
areas. Because perfect registration and 
design location are delivered automatically 
every time, partial labels, lopsided cut- 
offs, etc., are banished. Substantial labor 
savings are possible because time-consum- 
ing labeling methods involving messy or 
untidy applicators are unnecessary. There 
is no fumbling with loose labels. Since 
the Perfect Labels are prepared in roll 
form, moisture is sealed out and labels 
are dispensed without curl. The machine 
is light and compact; can be carried 
under one arm from one labeling station 
to another as desired. It may be operated 
with one hand, leaving a hand free for 
positioning the item being labeled. Pre- 
printed Itstix Perfect Labels provide users 
with advertising messages, nomenclature 
information or identification markings to 
fit specific requirements. At present pre- 
printed Perfect Labels are available in 
blue or red ink on white kraft tape. For 
More Information Circle No. 159. 


PORTABLE PA SYSTEM 


875 S. Arroyo Pkwy., 
announces the Siegler 


Siegler Corp., 
Pasadena, Calif., 


Voice Case public address unit weighing 
10 Ibs., 


less than built into a standard 





18” x 21” attache case leaving room for 
documents, and a writing platform for use 
on trains and planes. Battery-powered, it 
will reach an audience of over 200 people 
and give up to a year of normal use from 
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DOES YOUR 
MIMEOGRAPH 











Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you're rushed? Are copies fuzzy and indistinct? 
lf your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today, 


BOHN DUPLICATOR COMPANY == [_ | _Sitase arrange a demonstration in ou 
444 Park Avenue South, Dept. C-16 [ | Please send further information, including 


portfolio of samples printed on the Bohn 
New York 16, N.Y. icaitee. 


a ilciasaileaiitiiaaidaidiiiieiidiaasss, "a 
a 


For More Information Circle No. 425 
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one set of batteries. Designed for the busy 
speaker who cannot always choose ideal 
circumstances under which to give his 
talks, the Voice Case has a lavalier micro- 
phone and 25 ft. of cord to assure com- 
plete freedom during his presentation. 
Volume control at base of microphone 
eliminates steps for volume adjustment, 
and makes it possible for user to operate 
at a distance from the speaker case. May 
also be used for amplification of tape 
recorders, radios and record players. For 
More Information Circle No. 148. 


BOND PAPERS 


Byron Weston Co., Dalton, Mass., pre- 
sents the broad selection of 25% cotton 
fiber bond papers of its Merit Bond line 
in a colorful 5%” x 8%” sample book. 
Complete information as to stock sizes, 
substance weights and weights per 1000 
sheets of standard items is compactly and 
clearly presented with details on opaque 





bond, typewriter sizes, packets, envelopes 


and stationery cabinets. Samples in a die- 
cut arrangement present the full range of 
weights, fluorescent white, traditional 
white, colors and opaque white. For a 
copy, Circle No. 144. 


CARBON COPY SETS 


Interchemical Corp., Copying Products 
Div., 417 East 7th St., Cincinnati 1, Ohio, 
announces development and marketing of 
Speed-I-Copy carbon paper sets which 
offer a specially formulated, extra-white 
tissue sheet against which manually or 
electrically typewritten carbon copy ap- 
pears in sharp, easily readable contrast. 
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Tissue copies are tear-resistant, and easy 
to handle. Other features are: high- 
quality, sharp impressions from a specially 
formulated, one-time carbon paper and 
light, non-tack adhesive to permit quick 
separation after typing and eliminate ad- 
herence of copy to other papers in file. 
Packaged 500 to a box with perforated 
die-cut scoop opening at one end, at no 
advance in price over regular copy sets. 
For More Information Circle No. 108. 


FOLDING CHAIR 


State Industries, Adjusteze Furniture Div., 
4019 Medford St., Los Angeles 63, Calif., 
offers a steel folding chair which features 





wall saver construction (rear legs protect 
walls by extending beyond the back), 
pitched forward seat for greater seating 
area; and non-crush back with a heavy 
gauge roll which will support up to 300 
lbs. when laying flat. Other features are 
safe, non-tip seat construction; three welded 
and brazed footrails; 18 gauge U frame 
construction; multiple contoured seat and 
back; baked enamel finish. Chairs are 
also available with replaceable foam cush- 
ion upholstered seats. For More Informa- 
tion Circle No. 192. 


ADHESIVE 
Avery Label Co., 1616 S. California 
Ave., Monrovia, Calif., announces Gum 
Tacks for quickly fastening paper and 
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[MAGI-PLATE,| 


by 





dé / 


j 


MAKE YOUR OWN METAL OFFSET PLATES 
IN 60 SECONDS — ONLY 39¢ COMPLETE! 


*MAGI-PLATE gives truly professional results when 
used with the PIONEER PLATEMAKER—or you can 
use your present photocopy equipment. 


¢ No darkroom or expensive plumbing required. 


THEY'RE 
A TEAM! 


For the long haul, it pays to harness 
up the right team and get powerful 
results. These two PHOTORAPID 
exclusives rely on teamwork. 


Philorapid. 


PIONEER 
HW & Ul 


PLATEMAKERS 





THE ONLY VACUUM 
PRINTER AND PROCESSOR MADE FOR 
USE WITH MAGI-PLATE 

* The first one-piece completely self-contained vacuum 


printer and processor. Designed for perfect, profes- 
sional reproduction from paste-ups. 


* New heavy-duty electric vacuum pump. 
+ PIONEER Ii—14” x 18” printer surface. 
:s PIONEER Ili—14” x 24” printer surface. 





FOR BEST RESULTS THEY BELONG TOGETHER! 


¢ Make plates from anything the eye can see...from half-tones, solid images and colors... 
with sharp, clean photographic lines! 


¢ Make plates for two and three color printing: Accurate registration of negative to plate guar- 
anteed! Runs up to 40,000 copies and more! 


FREE TRIAL IN YOUR PLANT OR OFFICE! 
CALL, WIRE OR MAIL COUPON TO NEAREST PHOTORAPID OFFICE 


on fr ee ee ee eee ececen 
Ph 177 le Gentiemen: Please arrange for free trial in our office of. 
© MAGI-PLATE 
(TC PIONEER PLATEMAKER 














H 

' (© Please send me more information on the Pioneer and Magi-Plate t 

CORPORATION | NAME Ee. re 2 eo} 

. P SWOPE Zaccaisaidoanies ai Dieser ceeetintand Dakaaa basil ateisehiatonn, 

Better Copying Systems For Every Business ' hiiireer rer aay PS, Le ee ee 

WESTERN DIVISION EASTERN DIVISION CENTRAL DIVISION - ADDRESS ___ — ntienasiatninid ince ieeiaieanaciicapiiaaianaigting ; 

142 Oregon St. 236 Fifth Ave. 3620 Oakton St. : City -ZONE__STATE____ 

El Segundo, Calif. New York 1, N.Y. Skokie, lilinois PT a 
SPring 2-2311 MUrray Hill 9-3676 Woniper 86-1600 

For More Information Circle No. 437 
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It's the Compact . . . compact in appearance and in fact. And notice... the compactness is between the 
keyboard and the carriage. All the dead air space has been engineered out. But-the important work areas 
are set up the same as in other electrics. The carriage is a full 12 inches and the return is electric—auto- 
matic. The keyboard, too, is full size (and with new features). This is the whole idea—compactness. This is 
American engineered compactness—a more efficient product to do the job and so a more efficient price 
—$225*. Available in three decorator colors and all the crisp type styles you'll ever need. See the Compact 
today. Call your local Smith-Corona Marchant representative, or mail coupon on opposite page. . 


rus tax 


the compact office electric by Smith-Corona Marchant; $225° 











SCM 





other materials together. Packaged in an 


automatic dispenser carton which allows | 
user to remove a single Gum Tack, which 
is pressed down on any dry, clean surface | 
to deposit a small round dot of pressure- 


sensitive adhesive for affixing a wide 
variety of materials without moistening, 
such as paper, plastic, glass, fabric and 
foil. Retails for 49c. For More Infor- 
mation Circle No. 160. 


PAYROLL SYSTEM 


Figure-Write Business Systems, Box 61 
Hillside Manor Branch, New Hyde Park, 
N. Y., makes a one-writing payroll system 
for use with 20 or more employees. Using 


preshingled forms, anyone can produce 
check with stub or cash payroll statement, 
employee earnings 
journal with check register, simultaneously. 
No pegging or unpegging is necessary. 
Carbon paper handling is eliminated by 
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record and payroll | 


Big Brother to the Compact! 
All-new Smith-Corona 400 


Bi dvatelehacelamalelelelameelaiece) B-i-1lc1nes 
ribbon instantly 
(Erasure ribbon optional.) 


carbon or fabri 


# Push-button word control... pro 
vides normal, half. and expanded 
spacing...even right-hand margins. 


= Push-button Copymatic impres 
sion control assures perfect origi 
nals, crisper carbons 


= Automatic paper injector simpli- 
fies quick in-and-out handling of 
every page perfect margins. 


Smith-Corona Marchant Inc. 
410 Park Avenue, New York 22, N. Y. 


Please send me more information on 
(] The 200 Compact (0 The 400 


0 50 Checkpoints To Help Improve Your 
Office and Personnel Efficiency” 


Name. 





Company. : 





Address. 





City. Zone. 


s/c | 


. SMITH-CORONA MARCHANT 


State 





—----------------}j 


Us ais dees cos cm em cee en ee om cw oe ee ee ee 


r 
| 
I 
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| 
| 
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For More Information Circle No. 458 
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the use of NCR paper for forms. Edge 
punched checks provide easy bank recon- 
ciliation and eliminate hand sorting 


‘MATIC’ at end of month. Forms are shingled filed 
semiannually right in the work binder. 


Same checks can be used for accounts 


POSTING EQUIPMENT payable if desired. A Figure-Write system 


FOR MODERN 


complete with all forms for 20 employees 
is $99.90, and $2.39 for each additional 


OFFICE PROCEDURES employee (less for large payrolls). For 


Room 637-A NSOEA 


DUO-MATIC POSTING TRAYS | 
AND STANDS 


TILT-O-MATIC TRAYS 
(For register forms) 


HANDI-MATIC TRAYS 

(For writing board and 
machine accounting—records 
requiring small capacity 
containers) 





TILT-O-RACK 
Desk organizer 





h V-MATIC TRAYS 


EXPANDI-MATIC 


Convention, Chicago More Inforamtion Circle No. 204. 


PORTABLE SPIRIT DUPLICATOR 


Esco Import & Sales Co., Dept. 2, 
41-24 52nd St., Woodside 77, N. Y., an- 
nounces a portable spirit duplicator which 
has no drum. It prints quickly and cleanly 
on paper, cardboard, wood, glass, in books, 
thi eeee tae or on any flat surface, and is said to pro- 
TRAYS AND STANDS 


(Small capacity containers) 





duce up to 150 impressions of a master. 
(Designed for installations Bottle of fluid is screwed into the handle 
where space is ot a premium), ¢ and regulator screw adjusted to moisten 
felt. Master, which can produce in several 
colors with interchangeable carbons, is 
placed in frame and clamped with a 
stretcher. Copy paper is inserted and 
aligned at left. Frame is then opened, paper 
’ is moistened slightly with felt, frame is 
PRESTO TRAY shut and roller moved over the sheet. 
a To print in books, etc., felt is used to 
WRITE—For Information On moisten object, sheet is placed over them 
The Complete P.E.C. Line and impression is made with roller. Unit 


MEAD-LEE Associates is approximately 1442” x 1134” x 4%” and 
SOLE DISTRIBUTORS FOR weighs slightly over 10 lbs. Comes with 


POSTING EQUIPMENT 





carrying case, or can be carried in a brief- 
case. Suggested retail price is $39.80. For 


1721 Elmwood Ave., Buffalo 7, N. Y. More Information Circle No. 203. 
For More Information Circle No. 375 
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TABLES & CHAIRS 


Howell Co., 434 South Ist St., St. 
Charles, Ill., announces that improvements 
have been coordinated in its Encore up- 
hostered furniture group, including a 
wedge shaped occasional table, clamp-on 
tables, 36” round top occasional table, 
upholstered benches arid a sculptured arm- 
chair. To turn a corner with regular 
size armchairs, a wedge shaped plastic top 
table, 27” long, has four clamps that 
attach to Howell armchairs. Also avail- 
able with three legs as a free standing 
table. With two tables attached between 
three chairs, a corner can be turned 





with little wasted space and units inter- 


lock as a permanent group. 


plastic top is 15” high. Rectangular oc- 
casional tables come in three sizes. Up- 
holstered benches 18” x 27” provide addi- 
tional seating units. Same frame can 
be fitted with an 18” x 27” laminated 
plastic top to be a free standing occasional 
table. A sculptured Danish look is offered 
in a One piece seat and back molded ply- 
wood and upholstered armchair with 
matching %” square tubular frame fin- 
ished in satin chrome or bronzite metal 
baked on finish and solid walnut arm 
rests. Two companion molded plywood 
seat chairs have the same basic frame 
plus stacking feature. Improvements in 
chairs include no-sag spring construction 


under the 4” foam seat, buckram mesh_ 
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| SHELF No. 


The 36” | 
round occasional table with laminated | 





DY-verelnel ie); 





Aluminum COAT and HAT RACKS 


Srviep to harmonize with fine appointments, 
these smart wardrobe units are quality built of 
closed-end aluminum tubes rigidly held in cast 
aluminum brackets. Permanently beautiful in 
“clear” or ‘gold’ anodized finishes. Mount at any 
height, on any wall—singly, end-to-end or in tiers, 
to give any desired capacity. Brackets adjustable 
to exact centers. Come in lengths 
by the even foot up to and 
including & feet. 











SHELF No. 21 
has full length Hanger Rail 
extending 1154” from wall. 


SHELF No. 31 
has staggered, die cast, 


anchor-style coat hooks in- Sop us at the 
stead of Coat hanger rail. convention 

| Parlor 29 
(formeriv 







Room 547) 





11 
general utility shelf or for 

extra hat shelf above types 
1 or 31. 





NEW SHELF No. 51 ‘ 
Compact space saving design with four Y-18 
hangers which mount in special Y receptacles 
parallel to wall 


Write for Bulletin DL-\0_ 


VOGEL-PETERSON CO. 


Rt. 83 and Madison St. ¢ Elmhurst, Illinois 


For More Information Circle No. 285 
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The perfect cabinets for 

storing smali OFFICE SUPPLIES 
This new catalog illustrates the effi- 
cient and scientific storage of small 
items. This proven system CUTS 
COSTS by saving time and space. 


Clear plastic 
drawers offer 
visual invento d 
control. 








175 stock mod- 
els with from 6 
to 128 drawers, 
or we can con- 
struct to your 
specific needs. 








WRITE FOR 
FREE CATALOG 
TODAY! 


AKRO-MILS CABINETS 
Box 989-G ° Akron 9, Ohio 


For More Information Circle No. 266 
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liner, foam strip padding on seat corners 
and Walnutone baked finish on the square 
tubular frames. For More Information 
Circle No. 127. 


COPYING MACHINE 
Minnesota Mining & Mfg. Co., Dept. 
L1-263, 900 Bush Ave., St. Paul 6, Minn., 
| announces modifications to improve per- 





formance of the Thermo-Fax Premier 
copying machine. A reflector now makes 
possible the use of white copy papers while 
the machine’s copying surface has been 
redesigned to permit copies to be made 
closer to the binding of books and maga- 
zines. A speed control dial features finger- 
tip adjustment for easier operation. For 
More Information Circle No. 112. 


CHARTMAKING SYSTEM 

Duchart, Inc., 480 Lexington Ave., New 
York 17, N. Y., announces a system for 
making charts without ruling, drawing, 
hand lettering, measuring or figuring in 
one-third the time. Bar, pie, line and other 
charts can be almost any size, for repro- 
duction or projection, in black-and-white 
or colors. The system uses ready-to-as- 
semble materials supplemented by calcu- 
lating and measuring devices. Operations 
that usually take 20 to 40 minutes can be 
done in two to four minutes with a razor 


blade, straight-edge and rubber cement. 
| Materials 


include preruled background- 
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NEW-Another Achievement from Monroe 
Never before has so much calculator function been compacted into so small 
a unit. Or so low a price. This is LA-9, the newest, the ultimate in. Monroe’s 


if Tanlel0bom Mami al-mmer-] (101 f-) (0) am M alicme) al-McMm alelalelastem-lapc-let-te(-1al ccm Celer-\ mel deme Teerelaa 


plishing their time and money saving missions on more desks in American 


business than any other calculator. LA-9 covers less area than a letterhead 


sheet, weighs less than 18 pounds. Yet this new compact automatically 
performs many of the jobs that’ much bigger and costlier machines do. 
Its peak performance is guaranteed and maintained by Monroe's nation- 
wide service organization. And at so moderate a price, it can quickly pay 


for itself through its efficiencies 


See the MAN from M\¢ 
i+) 
\ 


AIP I 











Monroe Calculating Machine Company, Inc. Sales and service in principal cities everywhere. General offices, Orange, N J [B A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 335 
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Photo-Copy Dealers 


LOOK 


GREEN 
MARVEL 





N.S.0.E.A. SHOW 
Steed-O0- Print 


BUSINESS MACHINES CORPORATION 


For More Information Circle No. 395 
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boards, and bars and pies (circles) on 
special paper with scales printed on the 
reverse so they can be quickly cut to 
proper size. Self-adhesive tabs speed dotted 
or solid lines; others carry index years, 
months, figures and symbols. For main 
wording, an inexpensive lettering method 





gives a printed effect. A 24-page book 
explains chartmaking and illustrates more 
than 50 types of charts in three colors. 
The manual, which may be used inde- 
pendently, costs $2.75. Introductory order 
for materials to make 10 to 25 charts is 
$47.50. For More Information Circle No. 
157. 


TIME COMPUTER-RECORDER 

Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio, an- 
nounces the Compu-Tymer time recorder 
on which individual time worked by an 
employee on a particular job is auto- 
matically computed and printed. In job 
time payroll systems, employees’ timecards 
are ready for auditing and processing with- 
out arithmetic calculations of job time. 
Employee inserts standard timecard and 
pushes lever to imprint a circle with eight 
hours, designated in tenths. When job is 
finished, card is again inserted, out lever 
pushed, and time recorder imprints amount 
of time worked. Designed for plants keep- 
ing daily cost records by job and em- 
ployee, system employs a timecard for 
each job worked by an employee. If he 
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| GUARANTEED TO 


EDUCE YOUR 
STAPLING COSTS 


i, OR YOUR MONEY BACK! 
0 






STAPLEX 
AUTOMATIC 
STAPLER 


bar} 


Why pay for hand-stapling office over- 
head needlessly? Try the amazing 
Staplex Automatic Stapler for 10 days 
—at our expense. We guarantee it will 
cut your present costs in half...or 
you don’t pay a cent! 

Over 100,000 users have proved 
Staplex’s economy. Machines staple 
automatically —as fast as you feed 
them. No training needed. No drudg- 
ery. Take advantage of this unique 
money-saving offer now. Write for 
details. 


The STAPLEX Company 


775 FIFTH AVENUE, BROOKLYN 32, N. Y. 


World's Largest Manufacturer of Electric Staplers 





For More Information Circle No. 244 
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Did you know... \ 


THIS EXCLUSIVE Schedule-A-Date 


Calendar with Future Dates on each 
left-hand page for days, weeks and 

months for a whole year in advance, is 
available only from Keith Clark or Defiance. 


in attractive decorator colors. 

Order from your Stationery Supplier or write for 

FREE Catalog and name of nearest dealer 
Keith Clark & Defiance 


Calendars 
Manufactured by — 


. / 


| 
| 
| 
Complete line of Desk Calendars with bases | 
| 
| 
| 
| 


{ 
~) 


a) 
—7 NS 
— 


ae) / 
KEITH CLARK, Inc. / 


1451 Broadway / 
New York 36, N. Y 


Phone: LAckawanna 4-4895 


ae oa 

i is Bate p.2 MN 

Speier gone | 
6 we 


aati) © 
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works on five jobs during the day, five 
cards are used. Incomplete cards are turned 
in at the end of each day and new ones 
issued the next day. Single or multiple 





units may be installed. Units may be con- 
trolled by an automatic timer to eliminate 
nonworking time such as lunch or rest 
periods. Individual units are simply plugged 
into any 115-volt circuit. May be mounted 
on wall stands, small tables or brackets. 
For More Information Circle No. 190. 


COPYING MACHINE 


Transcopy, Inc., Newton, N. J., an- 
nounces an automatic copying machine 
that turns itself on when an original is 
inserted, makes exposure, peels away 
negative, adjusts itself to any length, trims 





positive and delivers developed prints at 
four copies a minute. Takes any kind of 
original up to 11” wide by any length, 
makes clear black-and-white copies of all 
colors, produces high quality copies that 
are permanent and legally acceptable. No 
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Your company s 
communications : 
make a g 


oettier 
Impression 


Epic 
ecutive 


... the new, executive-style 
envelopes for modern business. 


... Save money, too. 


FREE SAMPLES. Top quality printing is enhanced by the 
whiter, brighter paper used in making EPIC Executives. 
Compare printed samples of EPIC Executives with the 
envelope you're now using. You'll be impressed! Ask 
your printer or paper merchant for free samples of Epic 
Executives, or write Dept. TX-4, United States Envelope 


Company, 21 Cypress St., Springfield 2, Mass. 


ne) gv UNITED 
SUSES STATES 
> ENVELOPE 


hicks.ine. 


Sudbury, New York 








Co 
wVt \ds Hardware 
veyron = 








% s 
REGULAR Manned” a 
GENERAL OFFICES: SPRINGFIELD 2, MASS. WORCESTER * SPRINGFIELD 
*T.M. Reg. Applied for HARTFORD * ROCKVILLE * NEW YORK * METUCHEN © ATLANTA © INDIANAPOLIS 
by U.S. Envelope Co CHICAGO * WAUKEGAN © DALLAS © LOS ANGELES © SAN FRANCISCO 
For More Information Circle No. 443 
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O Fpys to [) Easier Filing 
(] Higher Morale 


[] Increased Efficiency 
[] Error Reduction 
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First and foremost in its field, Visi-Shelf is the only con- 
cept of filing, conceived and engineered specifically for 
the express purpose of shelf filing. 


Developed to meet the constant problem of crowded filing 
areas and overcrowded files, the Visi-Shelf filing system 
, has solved these problems by making it possible to file 
~ “MORE THAN TWICE AS MANY RECORDS IN THE SAME 
FLOOR SPACE” 


3 Series — 2 Widths 
(30” & 36”) — 4 Heights 


aa 
=e 
4 


0| 4 
ee gy I 
BE ee 
} || a) a] 0) 0) -0] -0) -0) 
H | 
Met td 
7 oo for 
i ea 


= 96 Filing Combinations 














Exclusive VS features include: 
Finger Tip Compressors 


®@ Positive locking 
@ Free movement 
@ Fully adjustable 


Visi-Shelf File, Inc. Dept.B a encie Pee 
105 Chambers Street 
New York 7, N. Y. COMPANY ............. 


Please send catalog and complete details © ADDRESS ........ccisssoscsensssesnn 
of the Visi-Shelf Filing System. 
CITY ZONE. ..ss0es STATEssosseeone 


For More Information Circle No. 213 





or 


ng 
m 
ile 
AE 


le: 


lining up of original and sensitized paper 
is necessary: original is fed into machine, 
and after exposure is instantly returned to 
operator; peeled, ready-to-use positive copy 
is ejected. Copies are flat, with no paper 
curl, and no time is wasted waiting for 
them to dry. Copies will not stick to each 
other or to any other surface. Machine 
automatically cuts copies to length of 
original, and because it is fed by 150 ft. 
of copy paper inside unit the need for 
stocking various size cut sheets of nega- 
tives and positives is eliminated. The 22” 
wide, 18” deep, 10” high casing is molded 
of high impact polystyrene. Weighing 65 
lbs., machine is easily accessible for oper- 
ators to replenish paper. One-piece plastic 
top, hinged at rear, flips up to expose 
entire mechanism. Developer tray and rolls 
slide out for easy cleaning. Reserve tank 
inside machine automatically refills de- 
veloper tray when fluid drops. Single con- 
trol is used for exposure. Wide photo- 
graphic latitude compensates for variance 
in Originals, producing usable copy every 
time to eliminate waste experimental cop- 


ies. No paper safe or extra equipment is 
needed. Visual and audio signals indicate 
need for new paper supply. Price is in 
the $600 range. For More Information 
Circle No. 123. 


TABULATING RIBBON 


Carter’s Ink Co., Cambridge 42, Mass., 
announces Tabulink ribbons for IBM tabu- 
lators, alphabetical interpreters and all 
models of IBM key punches. Made in silk 
for longest wear and sharpest copies, and 
cotton for good wear and lower initial 
cost. Ink formula gives ribbons longer life 
and fast ribbon recovery. Tabulations look 
more uniform and crisp, and are easier to 
read. Ribbons gave up to 25% more wear 
in on-the-job tests. For More Information 
Circle No. 111. 


GLAZING FOR PARTITIONS 


Rotuba Extruders, Inc., 437 88th St., 
Brooklyn 9, N. Y., makes Extru-Lite P2 
corrugated translucent plastic panels for 
use in the manufacture of partitions. Both 





The new 

ROBERTS E-77 

for precise 

ELECTRIC NUMBERING 





HELLER ROBERTS 


Manufacturing Corporation 


The Roberts E-77 heavy duty elec- 
tric numbering machine is a highly 
versatile general purpose unit de- 
signed to number through carbons 
with exact positioning of the num- 
ber through adjustable left, right 
and rear work guides. Instant choice 
of consecutive, duplicate and repeat. 
Eight styles of numbering heads to 
choose from, with figures up to king 
size 5/16 in. Die plate offers 1% 
sq. in. of message space. Throat 
depth six inches, automatic cutout 
protects solenoid, plastic front safety 
guard, reversible rubber platen, 
choice of hand or foot operation. 
No installation, just plug in. Rob- 
erts numbering machines have been 
famous since 1889. Write Roberts 
Numbering Machine Division, Hel- 
ler Roberts Manufacturing Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 





For More Information Circle No. 262 
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A new kind of 


MAGNETIC 


scheduling. 13 








Rol-a-chart combines 
write-on/wipe-off 
entries on a rolling 
sleeve with 


MAGNETS 


that MOVE with time 


Schedule orders, deliver 
ies, production, machine 
loading, maintenance, 
data processing, sales. 


Rob-2-chi. . 


MAGNETIC 


VAT-107- tie @telahage) Mm —lel- tact) 


Send for 
FREE Scheduling Guide 
and sample chart section 


Rol-a-chart * P.O. Box 291 
Mill Valley, California 





For More Information Circle No. 265 


partitions and lightweight glazing filler can 
be prepackaged together for lower freight 
costs. Panels are easy and safe to handle 
without sharp edges to scratch and without 








breakage. They will not splinter on im 
pact. Top edge is smoothly polished at no 
extra cost to expedite installation. Easily 
maintained by simply washing with a mild 
detergent; no polishing. Extru-Lite P2 
fluted opal white polystyrene panels come 
in stock heights up to 28”, widths to 72’ 
7/32” thick. For free samples and prices, 
Circle No. 341. 


READING MAGNIFIER 


Franklin Magnifier Co., 1133 Broad- 
way, New York 10, N. Y., offers a hands 
free magnifier made of unbreakable crys 






New York Stock Exchange Tra 


TF ee 
ie Fy Wye ty Mr Pu Sees to So OD. ae 
f,¢ £ ii iy Sete op ft) et MT 2, 3 , 

4 ny Big § Wig ie Se Gan wy O° s j 
Si.2-—* jn Li a 
- 4. 








tal acrylic, which lies flat on a page, yet 
magnifies an entire line of type without 
distortion. Measuring 54%” x 1”, it comes 
in a plastic carrying case. One can read 
up to five lines at a time in contracts, tele- 
phone books, price lists, directories, and 
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OZAFAX 120® 

Lowest priced one-step whiteprinter on 
market. Reproduces any translucent 
material up to 11” wide. Fits easily 

into your present order-invoicing system. 








“Lazy money” money tied up by laggardly billing H , 

ups seat aaa cuts aia profit, dulls the competitive Mr. James A. Travis, Mgr., Marketing 
edge of your product Ozalid, Dept.114, Johnson City, N.Y. 
Eliminate it. Get and keep your billing up to date with | 

the Ozafax 120. Order-invoicing by Ozalid, fastest known More information please, on how the 
way to process your orders, frequently reduces the time Ozafax 120 can increase my liquid assets. 
cycle between shipping and billing from 8 days to 2! 

Faster, error-proof Ozafax billing saved one company Name — = ” 
$15,000 yearly another $17,000. What can it save you? 

Make your money work harder for you. The coupon eo - Firm— PES ET okt Pa eS 


facts on this compact, multi-purpose table copier. Mail 


it today O é A L | My ! ane — 


Division of General Aniline & Film Corp., Johnson City, N.Y. 
REMEMBER, FOR PEAK EFFICIENCY, ALL OZAFAX COPIERS WORK BEST WITH OZAFAX SENSITIZED MATERIALS 
For More Information Circle No. 227 
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other publications containing small print. 
Retails for $1.98. For More Information 
Circle No. 208. 


LOOSELEAF BINDER 


Bindematic Corp., 1500 W. Third Ave., 
Columbus 12, Ohio, offers a 
cover Bindematic ring binder which allows 











: Sein vee 


changing covers or backbone at will. Each 
customer can select the style and type 
cover best suited to his individual needs 


two-piece -« 





and construct a completed ring binder to 
his exact specifications. Available in many 
colors and styles for business or industrial 
applications. Light weight to save money 
in mailing. Slim design allows book to 
hold more; requires less area in files or on 
shelves. Sturdy anodized aluminum back- 
bone can withstand roughest handling. 
Strong, tapered multi-rings will not lose 
their form in highest temperatures. Papers 
won't snag or tear on the rings; no rein- 
forcements are necessary. For brochure, 
Circle No. 161. 


CHAIRS 
Royal Metal Mfg. Co., 1 Park Ave., 
New York 16, N. Y., makes a line of 


lighter office chairs to match contemporary 
architectural trends. The 300 series chairs 
come in eight basic models from executive 
to secretary. Slim lines create a unity of 
design that permits furnishing an entire 
office from the one group. Frames are 
finished in Royal chrome or a variety of 


baked-on enameled colors. There are 


Now... choose from 4 Miller-Trojan SHARPSHOOTER models! 














This new model Sharpshooter has a 24" x 36" 
copy board, reduces 5 times, enlarges 2 times, 
makes negatives up to and including 14" x 


18". Can be modified further to handle 
larger copy or make larger negatives. Other 


Miller-Trojan Co., 





Sharpshooters include: standard I1" x 14", 
14" x 18", and the M-3 (designed especially 
for Ektalith, Gevacopy and Xerography). Cam- 
era training courses now in session. Write for 
equipment catalog and information on training. 


Ine. ¢ Troy, Ohio 





For More Information Circle No. 267 
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no carbon/required 





“NCR PAPER 


saves us 

its 
entire cost... 
each year.” 


i ee ne ee ee, i ed 


TV GUIDE, Radnor, Pa. 





‘“‘We use NCR Paper (No Carbon Required) for 














* = ® multiple-copy distribution forms to speed delivery 
e pte ~ of TV GUIDE to our millions of readers. 
<2 ° “The cost of NCR Paper is sometimes higher 
e than forms with carbons. But its time savings and 
. (TV) e other advantages have a money value that more 
louie e than offsets the extra cost. 
. saci ‘“‘We process forms much faster and more effi- 
» : e ciently because we do not have to insert or remove 
: Sa Seem carbons. Instead, NCR Paper originals and copies 
} 


TV) PniLavecenta on a are picked up as a complete unit, ready for proc- 
. \curoe essing. All this saves valuable time and reduces op- 
erating expense. 

“We estimate the time savings and increased 
efficiency of NCR Paper enable us to save the en- 
tire cost of the paper, each year.” 


Publisher TV GUIDE 


Pots NCR PAPER 
: ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMINATES 


Another Money-Saving Product of 


‘ THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohic CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 

















For More Information Circle No. 401 
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four executive chairs with posture backs 
and fixed backs, two side chairs, one arm- 
chair and one secretarial chair. All are 





cushioned with foam rubber at an angle 
to reduce sitting fatigue. Armchairs have 
arm rests of solid wood, upholstery or a 








A desk set built for constant use that offers 
distinctive styling at a moderate price. This 
line is crafted from solid aluminum or solid 
brass to match or harmonize with any decor 





2400C Desk pad 20x34 with black linoleum 


center Full felted bottom 





2406 Open ash tray with 6” liner 
2478 Daily calendar pad book style 
2485 Memo box holds standard 3x5 sheets 
2486 Memo box holds standard 4x6 sheets 
2488S Single pen holder — standard socket 
2488D Double pen holder with standard sockets 
2490 Letter opener with forged blade 
2499S Single letter tray with felted base 

0x13 
2499D Double letter tray permanently fastened 


with felted base. 
Write for Catalog. 











combination of wood and upholstery in 
Royalcord, a light, hard, non-bulky cloth 
that compactly forms into square shapes 
and comes in decorator colors. For More 
Information Circle No. 118. 


DICTATING MACHINE 
DeJur-Amsco Corp., 45-01 Northern 
Blvd., Long Island City 1, N. Y., an- 
nounces that, in addition to the regular 
push-button controls, the Stenorette-TD 








has a built-in telephone recording device 
that enables the user to record telephone 
conversations, without removing the 


banidome 














McDONALD PRODUCTS CORP. 
238 Duk-It Building, Buffalo 10, New York 








SHOWROOMS 
NEW YORK — 225 Fifth Avenue 
CHICAGO — 1535 Merchandise Mart 
LOS ANGELES — 5115 South Western Avenue 
DALLAS — 1050 Dallas Trade Mart 











For More Information Circle No. 257 
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New Kodak Ektalith Method saves estimated 





Cost of making 500 masters per month 
reduced nearly 50% with new Kodak 
Ektalith Method 


Detroit Edison Company gets high-quality 
offset masters by installing $875 Kodak 
Ektalith Processor in Copying Section. 


This unit, in combination with camera, 
produces offset paper masters (for reduced, 
enlarged, or same-size copies) in 3 fast, 
easy steps: 

Just expose ... process... transfer... 
and the plate is ready for the duplicator at 
a fraction of the former cost and time for 
camera-produced metal plates. Total sav- 
ings are estimated at $2.65 per plate. 

Kodak Ektalith-made plates reproduce 


KOO A &K 


ea 
Hktali th + puts you ahead in offset duplicating 


MET Aa @ DOD 





Kodak Ektalith Processor, Model 20 (to left in 
background) teams up with darkroom camera 


‘solids without mottling . . . all but end 


need for plate clean-up work. They have 
proved highly satisfactory for 500 or so of 
the short-run orders that are handled 
monthly at Detroit Edison. 

Free booklet gives details on versatile 
Kodak Ektalith Method and Ektalith units 
designed for office and darkroom use. 
It will pay you to call your 
local Kodak Ektalith Dealer 
or write Eastman Kodak 
Company, Photo Repro- 
duction Products Div., 
Rochester 4, N.Y. 


Price is iist and subject to change 
without notice. 







For More Information Circle No, 400 
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There once was a sacred cow among users of printing papers. 


It said that only a heavy paper was bright __ sides of it. Ideal for price lists, mailing pieces, 
and opaque enough for fine printing and __inserts and bulletins, it can cut postage in 
duplicating. Then Olin developed anewcon- half and reduce bulk and weight of printed 
cept in papers, called Waylite. It’s a light- material. Ask your Olin fine paper merchant 
weight stock with extreme whiteness and about Waylite offset duplicating papers, or 
great strength, as opaque as many papers _ write to us. See Waylite; you'll agree that it’s 
twice its weight, and you can print on both __ turned one more sacred cow out to pasture. 


Oli 
PACKAGING DIVISION SHE. he 
ECUSTA PAPER OPEBATIONS, PISGAH FOREST, NORTH CARMONA 

For More Information Circle No. 342 
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microphone, by merely pressing a button; 
unrestricted backspace for quick review 
of dictated material controlled directly 
from the microphone; handier record and 
playback selector controls; and a record- 
ing indicator scale calibrated in minutes 
to furnish the transcriptionist with a more 
accurate indication of letter lengths. For 
More Information Circle No. 164. 


PHOTOCOPIER 


Photostat Corp., Rochester 3, N. Y., 
announces their Copier 9 with automatic 
light exposure and ready-to-use developer 
for automatic reproduction by the dif- 
fusion transfer process. The Copier 9 





reproduces any image regardless of color 
and requires no special inks nor trans- 
lucent masters. Copies are unaffected by 
heat, light or humidity, will not crack or 
curl during folding or handling. Engi- 
neered for departmental use in large offices 
and small businesses. No special operat- 
ing skills are required. In a matter of 
moments, a secretary can become as adept 
with the machine as she might be with a 
typewriter. For More Information Circle 
No. 499, 


TARGET CHARTS 


Compton Chart Productions, 239 East 
First Ave., Roselle, N. J., make Target 
Charts for graphically plotting data which 
is goal-directed. Suited for plotting sales 
performances, production quotas, financial 
figures and other quantitative data to show 
clearly how closely the data approaches 
the goal or innermost circle. Permits plot- 
ting data weekly, monthly, quarterly, 
annually or by other time periods. If de- 
sired, can be used perpetually for a con- 
stantly current and historical portrayal of 
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As necessary as 
a typewriter? 


W-e-l-l... No. 


Perhaps the ASTRAL portable refrigera- 
tor is not as necessary to the well equipped 
office as a typewriter. 

But more and more progressive business 
firms are discovering that an ASTRAL in the 
office can be as much an asset as any other 
piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 
tion, offering refreshing soft drinks and fruits 
makes any executive's day more pleasant— 
and more productive. 

And firms with ASTRAL refrigeration 
available to the general office, find a boost 
in employee morale—and a saving in time 
away from the desk during refreshment 
breaks. 

To learn how an ASTRAL can fit into 
your office life write Dept. O-9. 






MORPHY RICHARDS 





232 S. VAN BRUNT STREET, ENGLEWOOD, N, J. 
For More Information Circle No. 459 
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( 
Ihe if | data. Easy to read, time saving and dra- 
if matic for illustrating at a glance the com- 

‘ parative relationship of all data plotted. 


Available in pads of 25 sheets printed on 
| 8%” x 8%” stock, or in pads of ten 





Answer the Wraps 
Problem in Offices 


and Waiting Rooms sheets on 16” x 16” stock. The 16” x 16” 
= These efficient VALET | charts can be glazed, mounted or framed 
Racks keep wraps off wait- | upon request, and variations of the basic 
ing room chairs, aired, | chart can be designed to suit individual 
dry and in press. Hold | specifications. For More Information 


coats spaced apart, hats, | Circle No. 191. 
umbrellas and overshoes. 

















Accommodate 3 persons TELEPHONE AMPLIFIER 
per running foot. Come _ in ork 
lengths of 3 ft. 3 in. or longer Handi-Fone, Inc., 2300 W. Bloomington 


by the foot. The S-6 Office | Ave., Chicago 47, Ill., offers the Handi- 
Valet costumer accommodates | Fone 109 Telephone Amplifier for hands- 
6 people—ends piling of gar- 
ments on others. Will not tip 
over, Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel. Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 





S-6 





See us at the 

NSOEA wherever people gather. 
convention 

Parlor 29 Write for Bulletin OV-10 
(formerly 
Room 547) 





free telephone conversations. The unit is 
completely self-contained and portable; 
‘ operated by a 9-volt battery and 100% 
For More jalecubation Circle No. 248 
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The portable 
Stenorette-Versatile 


SYSTEM 


The office-size 
Stenorette-TD 








At the top: The portable Stenorette®-Versatile dictating 
reproducing combination is a six-pound, fully transis- 
torized, magnetic tape traveling companion. Record 
the words you work with wherever you may be. Mail 
your tape to the office to be transcribed on the office 
Stenorette (the lower illustration) or correspond with 
‘living letters,’’ for Stenorettes are completely com- 
patible. Three power ‘sources are available for the 
Versatile: dry cell batteries, nickel-cadmium recharge- 
able battery, 110v or 226v 50-60 cycle*AC Power Pack, 
$149.50 plus F.E.T:, less dry cell batteries, until Sep- 
tember 23, 1961. The Stenorette-TD,~ $219.50 plus 
F.E.T. with dictating or transcribing accessories. 


mmo tenorette 


DeJUR-Amsco Corp., Business Equipment Division 
45-01 Northern Blvd., Long Island City 1,.New York 


Gentlemen: I'd like complete information about 
the compatible Stenorette dictating system. With- 
out obligation, | would like to try: [] The new 
portable Stenorette-Versatile, [) The DeJUR Grun- 
dig Stenorette-TD. 





Name 





Company 





Street 





City Zone ——. State ! 
_10nt Bick ena H 


For More Information Circle No. 229 
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GOODKIN HORIZONTAL 18” CAMERA 





GOODKIN 


NEW! 


High-speed quality production without devouring space .. . 


only $895 


Goodkin'’s new Horizontal obeys every requirement for pre- 
cision production of line and halftone work plus the first- 
step needs of Ektalith, Gevacopy and Xerography. Below are 
some of the key features. For the complete story, write 
us today. 


e Requires just 60” x 25” of floor space; ideal for operation 
inside or out of darkroom 

e Individually calibrated f6.8-45 lens enlarges or reduces 
up to 300%; covers 14” x 18” focal plate area 

e Each of four reflector flood lamps can be rotated full 
360°; once set, need for repositioning is practically ni! 

e Special focus system assures ultimate in accuracy; ball- 
bearing guide wheels and rack-and-pinion track system 
permit smooth travel; eye-level loading and shooting 


Standard equipment: Lens, lights, timer and film holder. Priced slightly higher Denver ond West 


GOODKIN 


The M. P, Goodkin Co. Dept. A 112 Arlington Street Newark, New Jersey 
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guaranteed. Case is high impact plastic. 
Fits all models of telephones. Standard line 
comes in black, gray and beige. Custom 
line in white, green, blue and pink is avail- 
able on orders for 54 or more. Price is 
$34.95. For More Information Circle No. 
171. 


CATALOG CASE 


Stein Bros. Mfg. Co., 1401 W. Jackson 
Blvd., Chicago 7, Ill., announces an im- 
provement consisting of piano type hinges 
running across the entire length of the top 
two flaps on their 13-T series catalog cases. 
This adds years of service and attractive- 
ness. Hinges eliminate flop-back of flaps 
permitting easier, faster access to contents, 
and eliminate wearing out of the flap 
material at the area in’ which the flaps 
are fastened to the body of case. Hinges 
also help case hold its shape, increase the 
strength of the case, allow the top to lie 
flat, and help protect contents from dust 
and moisture. Available in top grain cow- 
hide or Tufide. For More Information 
Circle No. 199. 


PHONE MESSAGE FORMS 


Ca-Re-Bo Co., 2908 Emerson Ave. S., 
Minneapolis 8, Minn., makes wax car- 
bonized message forms for use by re- 
ceptionists and switchboard operators, The 
copy of the message remains in the book 





of forms for future reference if necessary. 
No carbon paper need be handled. Sold 
in units of three books with a total of 
1000 message forms in duplicate. For 
More Information Circle No. 205. 


BE THE FIRST STENO 


TO GO TO 


This could happen if you’ve 
broken the WPM* barrier. 
And you can break it by prac- 
ticing with a STENO-DISC. 
Each record contains perfect- 
ly controlled-speed dictation. 


Start at the speed you aver- 
age now, and when you are 
ready, go to the next speed. 
When the ‘‘moon rocket’ is 
ready, you'll be ready too. 


* Words per minute. 


THE MOON 


’ GreNobisc Dept. 0.1 


| 4_ .~ 1439 N. Western, Hollywood 27, Calif. | 
l Please send the following Sten-0-Discs: | 
12” 33¥3 RPM ALBUMS — $3.98 EACH | 
| General Business Dictation 
| (60, 70, 80,90 wpm (80, 90, 100, 110 wpm | 
| 70, 80, 90, 100 wpm 90, 100, 110,120 wpm | 
| 145 RPM RECORDS — $1.00 EACH | 
| Gen’! Bus. Medical Bus./Legal | 
| f 60 wpm QO 90 wpm O 80 wpm | 
[} 80 wpm [} 100 wpm [} 90 wom 
| C}] 90 wpm [_] 100 wpm | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
| | 





} 100 wpm Legal (] 120 wpm 
} 110 wpm } 120 wpm 
7120 wpm [1130 wom 
es 1 enclose cash, check or money order for $ 
[1 Send C.0.0. (Calif. residents add 4% sales tax) 


ADDRESS 


CITY ZONE STATE 


For More Information Circle No. 462 
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LIGHT TABLES 


NuArc Co., Inc., 4110 W. Grand Ave., 
Chicago 51, Ill., announces Jet Line light 





tables with the same contour design as 
Jet Line register and repeat line-up tables 
and stripping tables. Operator sits closer 








Steel Compression Springs make the difference! 


SERIES 202 
ECONOMIZER 


SERIES 606 
EXPEDITER 


and works in comfort. Light tables come 
complete with front-operated gear mec- 
chanism that raises and lowers the top 
quickly and easily. Nonglare glass absorbs 
surrounding room lights to keep glare 
out of operator’s eyes. Entire light carrier 
drops down for easy access to fluorescent 
lights. Polished, chromed, machined steel 
adjustable straight edges on all four 
sides. Etched calibrations in 32nd’s on 
two straight edges. All steel construc- 
tion with durable Kromotex silicon base 
baked gray enamel finish. Two large 
steel storage shelves and: large locking 
utility drawer. Available with 19” x 25” 
wees pipes ie” x. 32°, S205: 35". x 
45”, $395; 42” x 62”, $495. For Bulletin 
N250-O, Circle No. 117. 


DRAWING PEN SET 


Alvin & Co., 611 Palisado Ave., Wind- 
sor, Conn., introduces the Draftech P395-C 
fountain pen set which comes complete 
with rubber nib wrench and six inter- 
changeable drawing point sections, in line 


FLEX YOUR FILES 
with ORCO 
FLEX-I-FILE! 


Manufactured to your exact specifica- 
tions at no extra cost. Fit any sheet. 
Meet any centering demands. Lies flat 
in use with everything readable in 
sheet morgins. And insert or withdraw 
forms swiftly, simply, with no clerical 
time-lag! Direct-to-user selling policy 
allows unmatched economy . and 
practical flexibility for storage of all 
forms on rack or vault as those files 
eliminate costly folders and cartons. 
Now is the time to break the file bar- 
rier and ORCO is the weapon! Accom- 
modates any office need! Send sample 
forms for quotations. 


OFFICE RECORDS CO. 
P.O. BOX 347, SYRACUSE 1, N. Y. 


For More Information Circle No. 449 
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SOUND ENGINEERING BY Cote » ACQUSTINET 


eee ne Aree he Tee 


for LOVERS of PEACE and QUIET 


Alert management takes positive action 
before blood pressures go up and sales go 
down, affecting company profit. Gates 
Acoustinet can restore office harmony by 
reducing office machine noise up to 85%. 
A modern Acoustinet virtually snuffs out 
the undesirable disturbances from office 
machines, giving you the quiet atmos- 
phere so necessary to do a good day’s 
work. Install one today and see your office 
productivity go up, affecting your profit 
picture in the same manner. 








GATES GUARANTEES RESULTS OR YOU DO NOT PAY 


Write for details. Give machines, makes, models you use and measurements. 


GATES ACOUSTINET, INC. ° P. O. BOX 91-09 


For More Information Circle No. 380 
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THE WORLD’S MOST 
VERSATILE LOOSELEAF 


BUILD YOUR OWN NOTE- 
BOOK — CHOOSE COVER, 
BINDEMATIC, AND PAPER 


Bindematic’s wide choice of styles 
. Sizes . . . and colors 
you build notebook to any speci- 
fication. Saves you inventory. 
When covers become worn. . . 
they can be replaced easily . . . 
inexpensively. Retain your Binde- 
matic Backbone and you can have 
a new notebook at so little cost. 
NEAT, SPACE SAVING . . 
NO EXPENSIVE BINDING 
MACHINES REQUIRED 


. lets 


USE BINDEMATIC’S LIGHT 
TOUCH EVERYWHERE RING 
BINDERS ARE NEEDED 


Now! A multi-ring binder you 
can afford. Bindematic’s 19 strong 
tapered rings open and close at a 
touch . . . allowing you to remove 
covers and inserts instantly with- 
out a snag or tear. Paper can be 
locked evenly . . . neatly in place 
. .. Stays that way. 


ANODIZED ALUMINUM 
BACKBONE 

First of its kind in the industry. 
Bindematic’s attractive, light- 
weight anodized aluminum back- 
bone comes in many exciting 
colors. Weighs only 1/; as much 
as standard notebooks. Reduces 
mailing, shipping and handling 
costs. You can imprint your 
company name, department, any 
message you prefer. 


SO MANY APPLICATIONS 
Catalogs 


: 4 | 
Tax Records . 


Invoices c Co 
\ a 


WRITE TODAY... 
FOR OUR NEW CATALOG 





Sales Reports 
Brochures 
Flow Charts 
Statistical 
100’s More 





FOR NAME OF NEAREST (/ | 


BINDEMATIC DISTRIBUTOR <7“ 





No binding machine required 








1500 W. Third Ave. 
Columbus, 
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widths from superfine to extra broad. 
Filled directly from ink bottle, pen sup- 
plies a large, continuous supply of ink to 
eliminate constant refilling. Transparent 
window shows when to refill; permanent 
built-in refill cap prevents loss; plunger 
stops automatically. Streamline designed 































with chrome spring clip for easy carrying. 
Each interchangeable section has a pre- 

cision designed stylus guide for smooth, 

efficient operation. Each nib is packed in THE 

a color-coded plastic container showing acenualr 
exact line width. Set is packed in vinyl, SERIES 
two-button flap carrying case with separate 


compartments for each unit for ruling, WOOD OFFICE FURNITURE 


lettering, tracing. Retails for $12.95. For 


More Information Circle No. 107, With the introduction of new modu- 
lar groupings, the slim, linear Space- 
MOISTENERS master Series now offers executive 
Active Mailing Machine Co., 537 S. and secretarial arrangements with 
Dearborn St., Chicago 5, IIl., announces distinctive features in each planned 
that Speed O Moist Label Moisteners have for individual convenience and work 
be ’ performance. 


WRITE TODAY for colorful catalog 
showing all the pieces in this com- 


plete line — along with the name 
of nearest dealer. Sent promptly on 
request. 











been improved by cementing a thin rubber JASPER OFFICE FURNITURE COMPANY 


pad to the inclined platform to help separa- JASPER, INDIANA 
tion of labels. Unit now can be used for 











For More Information Circle No. 452 
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5 WAY 


PRESENTATION EASEL 





PEP UP YOUR 

PRESENTATION ... 
. with this 

lightweight 

aluminum portable 

easel. Rigidly 


supported on four 





\ 


\ 


legs. Arlington's 
easel combines 
beauty and utility. easel as chalkboard 
@ Paper Pad Presentations @ Blackboard Chalktclks 
@ Flip Chart Presentations 


@ Point-of-Purchase Posters 


ony $4250 


Send for free literature 


RLINGTON 


ALUMINUM COMPANY 
19007 W. Davison ° Detroit 23, Michigan 


For More Information Circle No. 456 
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| sharp and clear 


| stamps, seals, IBM gummed and Dupli- 


quick labels. Commercial size is 5” x 8”. 
Unit costs $5.95; sponges are 50c; jackets, 
three for $1 and rubber pads are 50c. 
For More Information Circle No. 169. 


TYPEWRITER RIBBON 


Carter’s Ink Co., Cambridge 42, Mass., 
announces a Plastic Film Ribbon 875 ft. 
long, designed to give typing per- 


top 





formance. Stronger and thinner, it produces 
writing characteristics. 
Fuzzy or clogged open areas are reduced 
to a minimum. Because it is stronger, it 
lasts longer and is more economical. Rib- 
bon changing is cut down, yet typing per- 
formance remains crisp and clean. For 
More Information Circle No. 146. 


FOOD VENDING MACHINE 


Lehigh, 1500 Lehigh Drive, 
Easton, announces a_ ten-column 


Inc., 
Pa.. 


shelf-type candy, cracker-cookie and hot 


@ Card Chart Speeches | 


beverage Snack Center that takes no more 
space than a cigarette machine. This ma- 
chine is front-loading with shelf spacing 
adjustable from %4” to 1%”. A single 
column will vend either 54 candy bars 
4%” thick, 27 of ¥%” thickness, 18 1” bars, 
or 13 1%”. Similarly, it can accommo- 
date 18 1” cracker or cookie packages, 
13 of larger size. There is room for 
2742" of beverage packages (coffee, cocoa, 
soup) or 54 packettes. A separate cup 
column holds 90 7-oz. cups. Beverages, 
candy, cookie and crackers all vend at 


Tue Orrice—September, 1961 
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File at Random ... Find at Once! 


Acme Electrofile ends refiling. You Just touch the keyboard. Electrofile automatically 
can do it blindfolded! Misfiling selects a card—or group of cards. Code by name, 
is impossible. Push-button “‘re- number or subject—even phase of subject. 


call’”” spots the card you want. 


Think of the time and yNaw Ve VISIBLE 


money saved in billing, re- 











search, customer service, | ACME VISIBLE RECORDS, Inc. 
2209 West Aliview Drive, Crozet, Va. 
personnel records, hundreds Please let me have full facts on Acme Electrofile and 


why it is today’s most advanced filing concept. 


of other uses. To speed up 


your operation with push- ramen _— 
button record-keeping send et 
CITY ZONE STATE 


coupon today. 


For More Information Circle No. 410 


THE Orrice—September, 1961 237 











e 10c. Lehigh recommends using three 
eco SSSe ee 

? ae 
clutter-up’ers 





smaller, six-column model would use 
three columns for beverages, and three 
either for candy, cookie-crackers, or both 
For More Information Circle No. 207. 
PAPER FASTENERS 
U-File-M Binder Mfg. Co., Syracuse 
1, N. Y., announces 400 Space Saver 
Premier Adhesive Clips, folded gummed 
papers for fastening papers, reports, file 





Rubbermaid 
Wastebaskets 


Busiest place in every office— 
makes it a pleasure to use 
these rust-proof, unbreakable 
colorful containers. Big range 
of sizes, designs and colors. 


Rectangular and round from 
$1.49 to $4.98 


SEE YOUR 
SUPPLIER 





Rubbermaid copies, etc. In addition to providing 

Senne merers sees flexible hinges for papers, they can be 
used as index tabs to reduce filing space 
by up to 85%. Colors provide visible 
signals. Since they are gummed, they 





COMMERCIAL DIVISION ¢ RUBBERMAID INC 
WOOSTER, OHIO ¢ COOKSVILLE, ONTARIO 


For More Information Circle No. 453 
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NEW] STENQTAPE 711 DICTATING 
TRANSCRIBING SELF-POWERED PORTABLE 














Remote “Command” 
Hand Microphone 


IF YOU'VE SEARCHED FOR A MINIATURE SELF-POWERED DICTATION MACHINE 
AND FOUND THEM SHORT ON PERFORMANCE, SEE THE NEW STENOTAPE 711 


This transistorized self-powered portable has CHECK THESE FEATURES: 

every feature you have ever wanted ina port- ° Remote “Command” hand microphone controls 
able dictating machine. Take its 4 pounds of * Remote foot pedal transcribing controls 

power anywhere and dictate everything. Dictate * Weighs cnly 4 pounds 

for two hours. Operates 30 hours on six inex- °® Miniature size—2” high x 6” deep x 7” wide 
pensive penlight cells. Its standard 1% and ® Powered by six inexpensive penlight cells or 
3% ips speeds give you complete compatibility AC current 

with all other StenOtape machines and all stand- ° Two full hours of dictation time 

ard tape recorders. e True fidelity big sound 

Supplied complete with hand microphone; earphone for monitoring while dictating or transcribing; reel of tape 
and extra reel; genuine leather carrying case 919999 Plus FET FULL YEAR GUARANTEE eal 
AMERICAN GELOSO ELECTRONICS, INC., Dept. rm 
251 Park Avenue South « New York 10, N. Y. 


In Canada: CANADIAN GELOSO ELECTRONICS, LTD. | 
700 Weston Rd., Toronto 9, Ontario 


Tell me more about the amazing StenOtape 711 | 
and be sure to include the name of my nearest 








Ask your dealer to 
demonstrate the 


r= » re versatile StenOtape 
ae: 3/10 Dictating 




















ee gh : dealer. 
— Transcribing machine. | 
Compatible three Name : 
speed / 10 hour Company | 
dictation partner 
of the StenOtape 711. Address. Tel | 
I City. Zone__.__State 





For More Information Circle No. 411 
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You may be set on payroll... 








But how about Accounts Payable? 


Colonial Only 2 simultaneous postings are needed to complete 
the 2 Purchase entries and the 3 Disbursement 
makes entries in accounts payable. Mailing the check in a 
2 window envelope completes this simple procedure. 
The same Savings in time and money are features 
+ 3 of other Colonial Pay Systems for Payroll, Accounts 
aa Receivable, Layaway, Budget Payment plans, to 
2 mention a few. 





QURNAL 
ast 
rurct 


Dealers: + 
W : 199 Lafayette St. 
write on your Calapial PAT Systems NTs, 


DIVISION: COLONIAL SALESBOOK CORP. 





For More Information Circle No, 232 
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— cannot fall off, and they come in a handy _ shelf space and are priced at $24.95. Man- 
dispenser which holds clips of seven  ufactured under license agreements with 
colors. Dispenser has moistener for easy Stenfil of Canada, cabinets eliminate 
application. Clips come in buff, white 
and tan kraft, transparent linen, white 
Holland.cloth, transparent Whitekraft and 
light green, forest green, bright red, navy 
blue, yellow, black and orange kraft. 
Prices per M range from $1.70 to $3.35. 
Holder and moistener without clips is 
$3.10. Clips are packed 250 per carton, 
four or 20 cartons per box. Available 
only in multiples of four cartons per style 
ordered. For More Information Circle 
No. 162. 





DUPLICATING MASTER FILES 


Foto-Field, Inc., 9232 Waukegan 
Road, Morton Grove, Ill., announces 
Stenfils for storing duplicating stencils and 
offset plates. Model S stores up to 100 
stencils suspended from dividers that fit 
all standard sizes. Model P stores up to} damage and loss to constantly reused 
50 offset plates with separate pockets for stencils and plates which is said to cut 
negatives and index for ready location stencil retyping as much as 50%. For 
of plates. Both models take only 3” of More Information Circle No. 133. 
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Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she’ll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatie alignment. 

You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message. 








All carbons are removed quickly in one 
— clean operation, using uncoated edge. 
\ Clean hands, clean work, clean desk. 
Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 

FREE samples when requested on com- 
pany letterhead. 


MANUFACTURING CO. 
“Over Sixty Years of Good Impressions” KEE ox. DEPT. 0-91, ROCHESTER 1, N. Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 














For More Information Circle No, 457 
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ATLAS 
VERTICAL FILING SYSTEMS 


PROTECT @ EFFICIENTLY FILE 
ASSURE LONGER LIFE FOR 
© Offset Plates 


© Stencils 


© Negatives 
© Artwork 


Largeand Small 
Cabinets for all 
sizes and types 
of plates, neg- 
atives, stencils, 
etc. Models to 
file 50 to 1400 


items. 


Atlas Nega-Plate Hangers give extra 
protection to negatives, plates, art- 
work in permanently attached envel- 
ope-hanger units. Available for filing 
in any Atlas cabinet, old or new. 


Over twenty other 
sizes and styles of 
m Atlas patented 
hangersalso avail- 
able. Write for 
Atlas Reference 
Chart listing cor- 
rect cabinet and 
hanger for your 
requirements. 





"Tie-In With Atlas For Greater 
Profits” Visit Booths C-3 and C-4 
NSOEA Convention. 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 

















For More Information Circle No. 446 
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COPYING MACHINE TRAY 


Interchemical Corp., Copying Products 
Div., Cincinnati 1, Ohio, offers a Speedy 
Statement Tray which fits neatly atop a 
Thermo-Fax machine, takes no extra space 
and is removable in an instant. Its color 


matches the machine. Available with a 
two-level center and two side trays for 
51%4" x 8%” sheets and smaller, or for 


| 8%” x 11” sheets. Operator can use tray 
| to make itemized statements directly from 


ledger cards on Interchemical Copy Paper. 
Price is $16.95 f.o.b. above. For More 
Information Circle No. 183. 


DUPLICATING FLUID 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., announces a compatible 
Azograph fluid which can be used with 
other makes of fluid duplicators, to permit 
the use of Azograph master units which 
are clean to handle and prepare. Tech- 
niques for handling compatible Azograph 
fluid are the same as those used for regular 
Azograph fluid. For More Information 
Circle No, 188. 


ORDER-INVOICE-ENVELOPE 
American Business Systems, Inc., 2929 
B St., Philadelphia 34, Pa., announces 
Snap-A-Lope, an envelope, with or with- 
out gummed flap, designed as an integral 


THe Orrice—September, 1961 





THE OFFICE- 





It’s the latest, greatest achievement in 
movable partitions! Comes in 5 wood- 
grain finishes and 4 pastel colors of 
stain-resistant, easy-to-care-for plastic- 
finished Marlite that you mix ’n match 
to your heart’s content. 

And Workwall is economical! Its one, 
exclusive patented system accommodates 
any elevation from 42-inches to 12-feet. 








Dealers in All Principal Cities. 





{worn w ae ot 


MOVABLE PARTITIONS AND PANELING 





Division of L.A. DARLING COMPANY 
Bronson, Michigan 


Manufactured in Canada 
by Workwall, Lid., Montreal, Quebec 


with WORKWALL 
plastic-finished Marlite 


partitions that move 
and work... 
co/or- coordinated 
finishes! 





Perfect for offices, industry, institu- 
tions, schools—wherever changing con- 
ditions require the flexibility of color- 
coordinated movable partitions. 


Write now for our free catalog ...and 
see for yourself how high-style movable 
partitions can be individualized at a low, 
low price well within your budget! 


Coupon below brings catalog that tells all! 


Workwall lends itself to 
numerous interior 
applications you should 
ask your dealer about. 


na 
7 

. WORKWALL DIVISION, Dept. 134 

. L. A. Darling Company, Bronson, Michiga 

PA Piease send Workwall Catalog No. 500 

. 

e Name 

. 

© Company 

. 

© Street 

oe 

b City State 

. 
eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


For More Information Circle No. 414 


September 1961 


in 9 different 
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part of any ABS Snapset order or invoice 
form. With Snap-A-Lope, mail-order in- 
voicing is simpler. Invoice carries its 
own return envelope for easy customer 
remittance. For internal record-keeping, 


it may be used to hold customer’s order, 
punched tape or cards 


and other related 






























papers. For manufacturers, Snap-A-Lope 
may be a production control jacket or job 
ticket. It makes a convenient memo 
pocket for any type of interoffice com- 
munications. Can be designed into most 
ABS Snapset unit forms with interleaved 
carbons for manual or machine writing. 
For More Information Circle No. 497. 





DESK RACK 


Sengbusch Self-Closing Inkstand Co., 
2222 W. Clybourn St., Milwaukee 3, Wis., 





states that the Sengbusch Kleradesk is 
now available in a grained walnut finish 
for sorting, distributing and routing corre- 
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spondence and other papers. Model 3V- 
SX-R_ is $4.10; model 6V-SX-R_ costs 
$6.50. Also available in green, gray, brown 
and mist green. For More Information 
Circle No. 166. 


DRAFTING KIT 


Ruler 827 Windsor St., 
Conn., C-Thru. PDQ 
(Plastic Drafting Quality) Portfolio, a 
folding, vinyl portfolio that holds five 
drawing and drafting instruments, drafting 


C-Thru 
Hartford, 


c.. 
offers 


























pad and pencil. The portfolio has trans- 
parent plastic pockets to hold drafting 
instruments, pad and pencil. Instruments 
include 30/60° triangle, 45/90° triangle, 
laminated protractor, French curve, and 
12” calibrated T-square with inch and 
millimeter scales. One pocket can hold a 
drawing or tracing pad 9” x 12” instead of 
a drafting pad. Portfolio measures approx- 
imately 19” x 134%” open; 912” x 13%" 
closed. Retails for $3.50. For More In- 
formation Circle No. 498. 


TRANSPARENT COVERS 


National Blank Book Co., Holyoke, 
Mass., offers E. Z. C. Presentation Covers, 
transparent vinyl holders of from 1-20 
84%” x 11” sheets. Slide bar holds sheets 
securely with no mechanism. Comes in 
transparent aqua, yellow, blue, orange and 
clear vinyl. May be company personalized 
by Electrocal process or silk screening. 
Also offered is the Peek Pocket Protector 


For More Information Circle No. 485—4 











Since when can you 
buy a *99-°° copier with 
im olUrsja mmole iacelammexe)alage) ig 










The new Photek “Expediter 10” puts all the c! 


” i since now | convenience ot higher price photocopiers within easyreach 
nd * of every office, every department. So easy to operate you 

a scarcely need to lift a finger to put it in action! 
of 














Flip over 


for exciting news of 
S. 


>() the most automated, 





economy photocopier 


















ts 
in in business 
id This card brings 
od you a FREE TRIAL at STAG! 
&. your convenience. 
or 

Mail it now! 

PHOTEK, INC. 

85—> P.O. Box 1553 








Providence 1, R. |. 
























(Is this the most automated 
$99.50 copier you can buy?) 


yes! 





The Photek “Expediter 10” is ready 








for copying at the push of a button 


A CINCH TO ACTIVATE! 


Plug it in... press the button... and 
the Expediter 10 is ready to roll. There’s 
no mixing, measuring or messing with 
developers at any time. A flick of the 
finger secures the machine 'til you’re 
ready to use it again. 


A FAST, VERSATILE WORKER! 


The Expediter 10 keeps copies moving 
.. ends “paper jams” at copying centers. 
Anyone can use it to copy anything any- 
where! You get perfect, permanent cop- 
ies of letters, memos, reports, anything 
typed, penned, penciled, stamped or 
drawn in any color. 


SEE IT IN ACTION... 


We want a closer look at the Expediter 10! 


[) Please contact us to arrange a FREE DEMONSTRATION at 


our convenience without further obligation. 


(J Please send us additional information on the Expediter 10. 


NAME 


COMPANY 


ADDRESS 


CITY 





ZONE 





STATE 


PORTABLE AS A POCKET! 


Pick it up, walk it to whoever needs it 
next ... take it home for overnight or 
weekend work... give it to a girl for 
inter-departmental delivery. The com- 
pact Expediter 10 travels light and easy 

. plugs into any wall or floor outlet. 


BEAUTY ON A BUDGET! 


As easy on the eyes as it is on your 
pocketbook. The smart styling and hand- 
some appearance of the Expediter 10 
make it a welcome addition to any office 
decor. Color-compatible plastic case and 
durable metal base make it easy to main- 
tain, too. 


MAIL THIS CARD NOW! 


If it's worth 
repeating, 
repeat it with 

PHOTEK 


aD 








TITLE 





















5 it 
or 
for 


asy 
let. 









For More Information Circle No. 485 


of durable transparent vinyl, 844” x 11”, 
safely sealed on one side and bottom and 
thumb cut for easy removal of contents, 
for protection and color code filing of 
records and correspondence, interoffice 





memos, sales presentations, etc. Protects 
reference sheets, photos, drawings, etc.; 
comes in aqua, yellow, blue, orange and 
clear. For More Information Circle No. 
110. 


LABEL NUMBERER 


Weber Marking Systems, Weber Indus- 
trial Park, Mt. Prospect, Ill., offers a num- 
bering head which may be attached to all 
Weber Label Printing Machines. Standard 


units provide six digits, but eight digit 
wheels are available. Can be set to number 
consecutively, and to repeat from two to 
eight times or continuously. Choice of 
Roman or Gothic types in a wide range 








of sizes. Price of $200 includes inked pad, 
pad changing tweezers and stylus for 
changing number settings. For More In- 
formation Circle No. 168. 


OFFSET INKS 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., announces that its 
Econo lithographic ink is now available 
in yellow, orange, red, blue, green and 
brown. Like Econo black, colors are formu- 
lated for high speed offset printing on 
newsprint and pennysaver stock, where 
speed and economy are essential. Inks have 
excellent press and quick-setting properties, 
good tinctorial strength and may be left 
on the press overnight. For More Informa- 
tion Circle No. 109. 


SUPERMARKET SAFE 


Schwab Safe Co., Lafayette, Ind., in- 
troduces a combination supermarket safe. 
The top unit carries an Underwriters’ 
Laboratory Class C label for fire pro- 
tection plus a T-20 and relocking device 
label to reduce insurance rate. Four man- 










ager’s compartments at right are controlled 
by keys. The 14 separate compartments at 
left are for cash register trays. This safe’s 
design allows cashiers to avoid bagging 
change at night and counting it every day 
for each register. In the bottom there is a 
large Mercantile E rated money chest 
which allows the lowest insurance rate. An 
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Important message 


to anyone with 
a mailroom —— 
\ | 


¥ 3 j 
Does your firm have a mailroom bottleneck? “t y/ 


. 






Whatever the problem . . . Friden equipment 
gives you a faster, less costly, more efficient 
way to sort, seal and send your business cor- 
respondence and packages. For example: 





There is a FRIDEN POSTAL 
SCALE to meet almost any mail- 
ing need. Each scale gives cor- 
rect weight and postage every 
time, keeps its accuracy for 
years, is easy to use and read. 





FRIDEN SORTING RACKS 

can help simplify your mailing system, 
keep your letters moving in and out of 
any mailroom quickly, smoothly and in 
the right direction. 





Anyone in the office can operate 
the FRIDEN MULTIOPENER.® 
This amazing machine opens up 
to 333 envelopes a minute. 


For more information about 
these and other mailroom acces- 
sories including Mail Bags, Dis- 
tributors, Mail Carts, call your 
Friden representative, or write: 
Friden, Inc., San Leandro, Calif. 


THE FRIDEN MULTISEALER® * 

helps any business office meet out- 

going mail schedules. Envelopes are 

electrically fed into the machine, se- 

curely sealed and neatly stacked—in 

a strictly one-girl operation. Sales, Service and Instruction Throughout the U.S. and World 





For More Information Circle No. 408 
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inner compartment has a drop slot and position, even while walking, and records 
coin slot, controlled by two keys for bond- up to 68 minutes on one tape. A V-U 
ed pick-up service. Other sizes are avail- meter provides check for recording level 
able for any application. For More In- 

formation Circle No. 113. 


TYPEWRITER RIBBONS 


Sperco Products, Inc., 79 Wordin Ave., 
Bridgeport 5, Conn., offers Twin-Spool 
ribbons for every make of typewriter. 
Ribbon changes are said to take 83% less 
time since there’s no fastening or hooking 
of ribbon to spool. Old ribbon is removed 
with both spools, eliminating rewinding. 
Typist’s fingers never touch inked ribbon 
ends. Available in any fabric, color or 
inking degree. For More Information 
Circle No. 125, 


PORTABLE DICTATING MACHINE 


Craig Panorama, Inc., 5290 W. Wash- 
ington Blvd., Los Angeles, Calif., offers 
the Model TR-403 two-speed transistor and battery condition while operating. 
tape recorder. It is small as a book and Standard, economical penlight batteries 
easily portable, operates in the case in any supply power. Fully equipped with micro- 








The Works of Shakespeare... 














were written with a quill pen. 

Important documents today are typewritten, with 
many copies. The need for more copies and 
greater legibility has led to the widespread use 
of Sea Foam Bond—America’s leading 

second sheet! 

Watermarked Sea Foam permits 13 legible 
copies, lies flat, never creases or curls, erases in 
a whisk, and is available in seven colors 

for better channeling. 


Teachers, Secretaries, Bosses! Write on your 
letterhead for the Sea Foam sample packet, 
today. Write Dept. 0961. a 








W-)-%e)),2 "11 9 ol ee 


Paper Company 
Brownville, New York 


For More Information Circle No. 382 
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WORLDS MOST MODERN 








DESK STAPLER! 









VISIBLE 
REFILL 
INDICATOR 
shows at a glonce 
when stoples ore 
running low. 


THE ALL-NEW 
A aria, E30) ) 


DE LUXE standard STAPLER 
SAFE-FOOLPROOF-EASY-T0-OPERATE 


This handsome, durably built, all-steel 
stapler brings you advanced features 
that make most other stapling ma- 
chines old-fashioned — 

@ “Full Time” staple control 

@ Multiple stitch 

@ Wide base for balanced stapling 
@ Extra-large loading capacity 

PLUS ... other outstanding features 
Comes in Office Decor Colors 

Beige, Green and Gray $5.95 
















At Your Favorite Stationer — 
or Write for FREE Literature. 





For More Information Circle No. 383 








Did It Make You Laugh? 


Send us a short account of an unpublished, 
amusing office occurrence. If we publish 
it, you'll receive $25. Your name and firm 
will not be printed if you so indicate, Un- 
used contributions cannot be returned. 
Address: Anecdote Editor, The Office, 
232 Madison Ave., New York 16, N. Y. 
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| City 
| Payable 





phone and case, reel case and earphones. 
Available accessories include footswitch, 
telephone pickup and AC adapter for use 
on standard 115-volt AC. For More In- 
formation Circle No. 143. 


ACCOUNTS PAYABLE SYSTEM 


C. E. Sheppard Div., Yawman & Erbe 
Mfg. Co., 44-01 21st St., Long Island 
1, N. Y., amnounces an Accounts 
Package one-writing system. 
When a check is written, check register 
and purchase distribution is done at the 





same time, eliminating transcription errors 
and saving posting time. A convenient 
adapter kit permits use of vendor’s ledger 
cards also. Costs $89.50 with a binder 
having storage pockets, anodized posting 
board, 100 check registers, 1000 person- 
alized checks and personalized envelopes. 
For literature, Circle No. 145. 


TAPE DISPENSER 


Noel Mfg. Co., 1415 S. Meeker Ave., 
Muncie, Ind., introduces a multi-roll pres- 
sure-sensitive tape dispenser for a wide 
variety of tape widths and both 3” and 1” 
tape roll cores. Multi-Roll Dispenser can 
be portable or stationary, has a nickel- 
chrome plated finish for appearance, dura- 
bility and easy cleaning. A razor sharp 
cutting blade along its 15%” long front 
severs tape accurately and neatly with 
slight finger pressure. Equipped with 
standard removable 3” bar mandrel for 
3” cores, and an extra wooden mandrel 
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One of these two compact, smartly styled EMBEE FOLDERS is designed to meet your needs. 


See for yourself how an 


EMBEE FOLDER 
saves time, space, money! 


Next time you have a big folding job, try out a compact, handsome EMBEE FOLDER. 
In that way you can see for yourself the greater speed, efficiency and cost-cutting 
economy of EMBEE FOLDERS. 

One EMBEE FOLDER can actually do the work of more than 14 people when it 
comes to folding. It will handle 12,000 812” x 11” sheets an hour! And with simple 
attachments, your EMBEE can slit, score or perforate... while it folds. Speed is varia- 
ble, feed is automatic, folded sheets are neatly stacked for you. Choose any fold you 
want...the EMBEE gives you four basic ones with infinite variations. 

EMBEE FOLDERS pay for themselves many times over in time and money saved. 
Call peepee. Let ws GOUOOUIIIIE Gn en 


: Ce i aaa l Please have representative contact me to ar- 
EMBEE efficiency. Consult the “Yellow | range a free demonstration of the EMBEE | 














Pages’ for our office nearest you or re- | FOLDER. 
turn the coupon. | NAME | 
DAVIDSON CORPORATION ! - | 
. eee Company 
Subsidiary of | | 
Mergenthaler Linotype Company | . | 
29 Ryerson Street Address Phone l 
Brooklyn 5, N.Y. | | 
City State 
_Pignaennicncqunamagannr-ncerratiet ees 992 J 


For More Information Circle No. 412 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME 




















PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! Reduces statement 


aoe in the average office up to 


PREVENTS ERRORS! Eliminates wrong 
dresses, transpositions of characters, 
nee etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! Im addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


it type name ae address ONCE on the 
PRESS. ON MASTER PATC They're easily pre- 
pared in an ordinary typewriter. ..no special 
equipment required. 
e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly... to 
existing records of any size or shape... no need 
to change your present accounting system. 
e Address statements, month after month from your 


ledger card . . . Automatically! 
PRINT WITH THE MACHINE COMPLETE $70- 00 
MODEL 60 WITH SUPPLIES 


Plus Fed. 


Master Addresser FOR 500 ACCOUNTS Exo. Tax 


MASTER ADDRESSER COMPANY 


6500-0 West Lake St. © Minneapolis 26, Minn. 
For More Information Circle No. 287 
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for 1” cores. User can mount both cores 
at same time. The auxiliary mandrel is 
available on request, Also equipped with 
13 %” wide empty roll cores for separating 
various tapes. Additional spacers 12”, 34” 








* 









a aR ; 


and 1” wide, are sane Three spring 
clips fasten dispenser to table or vertical 
surface, but it can be easily removed for 
portability. Dispenser is 1542” x 934” x 6”, 
one to a carton is 6 Ibs. With standard 
mandrel, $12.95, f.0.b. above. For More 
Information Circle No. 136. 


cad 


BOOK HOLDER 


Protecto Mfg. Co., 237 E. Front St., 
Owatonna, Minn., makes a book holder 
which frees both hands for typing, writ- 
ing, drawing or computing while book or 
other reference material is held at the 
proper angle, open to the desired page. 


NEW! CONVENIENT 
BOY AID veces save 





Z Se Ws 


and re- 
The stand folds flat for 
in desk drawer or carrying in 
Of sturdy, light- 
weight, metal construction, priced at 89c 


This saves time and deskspace, 
duces eyestrain. 
storage 
briefcase or notebook. 
on display card. For More Information 
Circle No. 209. 
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| MODERN 


MASO ELEVATOR STAND 


VALUE ear aBove THE PRICE 


elt i ET UNDERCOATED TO ABSORB NOISE 



















MORE FOR 
YOUR MONEY 

















l 
r | ta these features. . 
i - @ All steel 
" @ Power pedal 
@ Rattle proof — quiet 
@ 2 drop leaves 
@ Elbow-type arms 
@ Tubular legs 
@ Soft rubber casters roll smoothly 
: @ One foot adjusts for uneven floors 
J @ Baked enamel finish; also available in colorful 
, wood-grain plastic tops. 





EXCLUSIVE FEATURE: 1-piece leg bracket 
NO. 1695 


MASO MASO elevator stands are ideal for electric 













































SPECIAL typewriters, adding machines, calculators and 
other office equipment. 
CHOICE OF COLORS of Niece og 
Mist Green : mS 
Gray 
Desert Tan =) : 
' Olive Green : : Exclusive 
Brown One Foot Adjustable | Continuous Piano Hinge Power Pedal 
| FOR COMPLETE INFORMATION-MAIL COUPON TODAY 
| t Interstate Metal Products Co., Inc. 1 
i | (Office Equipment Division) 4 
' ° quip 
: Established 1933 i 666 Lake Shore Drive, Chicago 11, Ill. 4 
is } Be sure to see the ; Please send us FREE Office Equipment Catalog and price ; 
ir new MASO line i lst on MASO quality products. ’ 
‘ at the Conrad Hilton 4) xauc Spee oe: cat co 
‘ a RCS | TOE SP IS 
e | rooms /[-711 ¢ ™— aN 
a: NS.O.E.A |! ! 
e ADDRESS ___ iene PT Eo 
Chicago ] (City) (Zone) (State) 


For More Information Circle No. 252 
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HEADQUARTERS FOR YOUR 
VISUAL COMMUNICATIONS SUPPLIES 


for your typewriter 

Old Town’s multi-purpose ribbons—they’re 
eee MULTI-PURPOSE® a natural in Deiiien copy for Offset, 
Diazo, Photographic or Thermal reproduc- 
tion. Jet black reproduction...crisp, clear 
characters every time. Designed for corres- 
pondence typing and formulated to satisfy 
all typing. 





for your copying machine Old Town‘s Copymaker (Type M) thermal 
~~aw-=u«me copy paper. Here’s a sheet that contains 
use COPY MAKER the two outstanding features you've been 
looking for. Simplicity and economy. It’s 
made for use on your Thermofax machine 
and reproduces on heavier weight white 
stock in brown or black characters. Copy- 
maker has longer file life and is uneffected 
by atmospheric conditions in your office or 
plant. All this and it costs far less—try it 
and see for yourself. 





for your duplicating ® 
machines use C 






Old Town’s CBP (Cobalt Blue Process). The 
only non-bleeding, non-staining, non- 
migrating duplicate carbon on the market. 
Out performs all others... greatly exceeds 
the reproduction capacities of your present 
multi-sets. 


WHATEVER YOUR REPRODUCTION REQUIREMENTS—MACHINES, 
MULTI-SETS, RIBBONS, CARBONS—IT WILL PAY YOU TO 
REMEMBER THE NAME OLD TOWN. 


Old Town Research and Product Development is providing 
better products for better visual communication. 


visual communication products by: mokers of 
© carbon papers © inked ribbons 
OLD TOWN CORPORATION © ight Gagnetlns eadlies end 


750 Pacific Street, Brooklyn 38, N.Y. 





supplies © copying supplies 


i a seni ca ssa wes nia biti Maina 
be sini 


For More Information Circle No. 392 
Tue Orrice—September 1961 





TRANSPARENT COVERS 


Smead Mfg. Co., Hastings, Minn., has 
added a clear acetate front brief cover 
(No. 121) to its cover line. Designed to 
show the first page of a bound-in report, 





with 
CLEAR 
ACETATE 
FRONT 








the entire front is .0075 clear acetate. The 
back cover is Smead Sharon Brief cover 
stock, a Spanish grain leatherette finish in 
choice of ten colors. For sheet size 11” x 
84”, three double tang fasteners assure 
safe binding of contents and acetate affords 
complete protection. For More Informa- 
tion Circle No. 196. 


BUSINESS CARDS 


R. O. H. Hill, Inc., 270 Lafayette St., 
New York 12, N. Y., offers a Coupon 











Hie. i eh 


Book Plan for buying business cards. This 
eliminates the need for making out sepa- 
rate purchase orders, requisitions and a 
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One of All-Rite’s , 
pens for every 





COSMOPOLITAN 


612” long, pocket/desk model: 
Eight ink colors: Blue, red, 
green, black, turquoise, gold, 
brown, lavender. 


#1460: Utility Pen — 

Medium line — 39¢ ea. 
#F1460: Auditors Pen — 
Extra fine line — 49¢ ea. 


ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 
See us at Booth 165, NSOEA Convention 


For More Information Circle No, 447 
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number of small checks. Since all tech- 
nical specifications are contained in each 
coupon, accuracy is assured. For folder, 
“Save $10 Every Time You Order Busi- 
ness Cards,” Circle No. 138. 


ADHESIVE TACKS 


Neatape Corp., 38 East Ist St., New 
York 3, N. Y., introduces an adhesive 
tack with pressure sensitive cement on 
both sides for posting on bulletin boards, 
spotting on maps, charts, etc. Neatacks 
prevent users’ fingers touching adhesive 


CHANGE 
NUMBERS 
QUICK 






Change Numbering 
Machines permit in- 


because of finger-lift handle. Adhere to 
metal, wood, plastic, glass, paper or any 
dry surface. Can be peeled off and re- 
used. Will not mar any surface. For 
More Information Circle No. 116. 


SOAP DISPENSER 


Franklin Soap Dispenser Corp., 12 E. 
Kinzie St., Chicago 11, Ill, announces 
Frankin Soap Grinder Dispensers for pul- 
verizing soap bars which weigh only 14 
oz., yet provide 350-700 hand washings. 
Bars are packed 72 to a box 6%” x 6%” 
which weighs 5% lbs. In addition to 
pure Castile mildly 
scented, there is 
soap with G-11 hex- 
achlorophene, and 
with borax. Dis- 
penser evenly 
measures soap. 
Since it takes six 
knob turns for a 
complete _revolu- 


F orce Quick- 











6 

s 42349 stant changes of 
. o numbers regardless 
a of sequence. They 


are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 





For More Information Circle No. 290 
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tion of the cutting 
wheel, most people 
get enough in one 
or two knob turns. 
It takes 350 com- 
plete revolutions to 
use up one bar. 
Soap bar’s entire 
surface is cut. For 
More Information 
Circle No. 106, 
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New from OXFORD ... 


-IN- 1 BINDAFILES! 


A BINDER—An Oxford 
Bindafile drawer has built- 
in flexible posts for quick 
threading of punched 
forms. For ready reference 
you just pull out the draw- 
er and take the binder to 
your desk. There’s no cover 
to get in your way or take 
up desk space and flexible 
posts permit easy access to 
all papers without remov- 
ing them. 


A FILE—The drawer fits into a shell, 
giving complete dust protection to pa- 
pers. Drawer front has a large label for 
instant identification . . . just pull it out 
by the ring handle and you have the 
file of the papers you want. No more 
piling old-style binders on dusty shelv- 
ing, no more shifting binders to get 
at the one you need. 


A CABINET— Oxford Bindafiles stack 
and lock together into batteries, elimi- 
nating expensive shelving. And you can 
maintain strict sequence of filing, be- 
cause the drawer you remove goes right 
back where it came from! 


Oxford Filing Supply Co., Inc. 
Garden City, N.Y. 


in Toronto, Luckett Distributors, Ltd. 


OXFORD FILING SUPPLY CO., INC. 






AVAILABLE IN VARIOUS SIZES 
FOR ALL PUNCHED OFFICE FORMS 


plus FREE Oxford Catalog. 








UL, FIRST NAME 
naan FIRM 
ADDRESS 
IN FILING CITY 





ZONE __STATE 





7 — 
he 15-9 Clinton Road, Garden City, N. Y. | 
()>fo rd Please send all information on Bindafiles | 
e ’ | 
| 

| 

| 


Name of your Oxford Dealer 








For More Information Circle No. 415 
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Shown on 
Model E-15R 
Harter Chair 





DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 











Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


For More Information Circle No. 450 





SORTKWIK 


Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each, 
For More Information Circle No. 451 
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COLLATOR DELIVERY 


Didde-Glaser, Inc., Box 608, Emporia, 
Kan., introduces a Creeper Delivery Unit 
(Model 159G) for use with the Gather-All 
Sheet and Signature Collator. This inde- 





pendent roll-up unit delivers completed 
sets for easy removal while collator is 
operating. Speed of delivery is adjustable 
to allow staggering of sets up to 3” 
over 42” length of delivery belts. Free- 
standing and adjustable in height, unit is 
mounted on rollers and has no mechanical 
or electrical linkage to collator. Only 
115-volt plug-in electrical connection is 
required. For More Information Circle 
No. 154. 


WORLD GLOBES 


Replogle Globes, Inc., 1901 N. Narra- 
gansett Ave., Chicago 39, Ill., makes two 
Pull-Down World Globes which are sim- 
ple to mount on a wall, pull up or down 
at a touch and raise out of way when not 
in use. One is an illuminated 10” high 
impact plastic globe with detailed ten- 
color map hand applied for accuracy. In- 
terior lamp makes place names easy to 
find. All metal parts are brass plated; 
complete and ready to mount. A 12” 
relief non-illuminated ten-color globe 
shows mountains, plains and plateaus in 
three dimensions and come with mount- 
ing bracket and screws. For More In- 
formation Circle No. 496. 
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with automatic vacuum pump 


of pressure contact. Automatic vac 
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NOW...complete 
plate production in 
one compact unit! 


OFFSET PLATE-MAKER 


3 Simple Steps - 3 Minutes Time - 39¢ per 
plate, including negative 


Right in your own shop, in ordinary room light, 
you can produce high-quality Gevaert aluminum 
offset plates on this new Copycat unit. Just 
expose... develop... fix. Whatever the job, 
simple mass copies or precision color, plate 
production with Copycat is just three steps, 
three minutes... and 39¢ including negative. 

Copycat handles line work, screened half-tones, 
screened tint blocks and color. You need no 
dark room, no plumbing...no camera, no arc 
lights. You avoid delays, save messenger fees, 
save $3 or more over plates bought outside. 

This Copycat is a new refinement of a preci- 
sion line. No other plate-maker has all its fea- 
tures, all its range and capacity. Look at the 
features . . . Look at the costs .. . then test 
it yourself. Check it with your material, your 
duplicator. 

Send Coupon...or Phone OR 4-5582 in New 
York 


e 
Photocopy Machines — Offset Plate-Makers 
Paper & Plates 


Z Copycat Corporation o-91 | 
200 Park Avenue South, New York 3, N.Y. 


DO Please send details of Copycat plate-maker, and demon- 
stration data. 


© Please arrange a demonstration for me. 





Firm 





Address 





City State 





iacbenniinaecmndnenintnemnadel 


For More Information Circle No. 448 
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OFFICE AIDS BY 


spell 


volume sales and profit! 


FLEXIBLE STEEL KLERADESK — MODEL D. 
Combines three vertical compartments 
— two horizontal sections. Indexed for 
greatest filing efficiency. 


nh = 






’ ‘ 
fe 





ae he : Pee ne rey. 
Flexible Steel Kleradesk File-A-Sist. Attaches to 
Model 6V. Provides pro- file drawer. Leaves hands 
tective plece for papers. free. Removes instantly. 


ee Se a . eee ae” 









Ng te a oa 4 
Adapto-Rack 


**Capillary Action’’ 


Seetional for Catalogs Handi-Pen 
Organi 





and Books 


No-Over-Flo Ideal “Build Up"’ 
Sponge Sanitary Horizontal 
Cup Moisteners Desk Tray. 


Write today for full information and prices. 


12-9 Sengbusch Building 
Milwaukee, Wisconsin 


Something new and interesting .. . 
at our NSOEA Booth No. 85! 


For More Information Circle No. 386 
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ARC LAMPS 


NuArc Co., 4110 W. Grand Ave., 
Chicago 51, Ill., makes double deck arc 
lamps for large cameras or oversize copy- 
boards, which guarantee even light over 
the entire copy area. NuArc’s magnetic 





amplifier mechanism automatically con- 
trols the feed of the carbons, assuring the 
correct gap at all times during the burn. 
Lamps burn uniformly and consistently 
throughout the life of the carbons; remain 
constant in color, temperature and _ in- 
tensity. Available in floor or carrier types. 
For Bulletin N205 O, Circle No. 495. 


MACHINE CLEANING SOLVENT 


Tyland Co., Box 1309, Los Angeles 28, 
Calif., announces a cleaning solvent for 
typewriters and office machines that cleans 
crackle finish paints, does not harm metal 
or plastic parts, is nonflammable, odorless 
and easy to use. Comes in unbreakable 
plastic container. For 6-oz. trial size 
container, send $1 to above.address. For 
More Information Circle No. 494, 


WASTE RECEPTACLE LINERS 


Rubbermaid, Inc., Wooster, Ohio, an- 
nounces a line of plastic liners to fit the 
most popular sizes of sleeve and top- 
emptying waste receptacles. Made of sani- 
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tough MYLAR reinforced 
3-Hole Loose-Leaf Sheets — 


Now ... your sheets will stay put — forever —in your | 
3-ring binder. No more fabric strips or cloth reinforce- 
ments — no more torn holes or lost sheets. The 
MYLAR® is permanently welded to the sheet. 


AVAILABLE ON GESTETNER’S SUPER-GRADE 
NO. 1 WATERMARKED 


Mimeo-Wove 


Make this 
‘can’ t-tear-out’ 
test, yourself, 
urtth a free 
sample sheet. 














ty 
*DuPont reg. T.M. for The MYLARS reinforcing is bulk-free — 
its polyester film. only .001” thin. This allows a 
speedy, trouble-free, automatic feeding 

in your duplicator. Available in 814x11, Sub. 20, 

drilled with three standard holes. GESTETNER quality 

paper is a natural companion to MYLAR® reinforcing. 


Send me a free trial-packet of Mylar reinforced Mimeo- 
Wove paper. | have the following make of duplicator: 


ee eeeeeeaeeeeeeseeeeeeeeeereeeeeeeeeeeneeeeee 


by the makers of y Name 
GESTETNER | Company 
world-famous } Address 
dual-cylinder . 


stencil duplicator. City, om _ - 





28 0 le RBC RE 6 sion 





216 Lake Ave., Dept. 93, Yonkers, N. Y. 


For More Information Circle No. 419 





FORMSCARDS 
itely perfect 


ntrol 


FORMSCARDS 


ited a i 





mon oe Manufacturers of line-hole 


continuous business forms 
Samples on request — 


s 
0 | ha Mm S ! nl C sales representatives in principal cities 


WILLOW GROVE, PA. Phone: Oldfield 9-4000 


For More Information Circle No. 243 
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tary, easy-to-clean polyethylene, they resist 
corrosive effects of colas, syrups, sugar 
drinks, water, soap and acids, and will not 





rust. Several times lighter than galvan- 


ized liners, they are completely free from 
They 


dirt-catching corners and seams. 













To Increase Your Mail 
Efficiency! 


oyeT-ta-bateda 


baskets removable. 


Basket Size: (Upper) 17'4"x 25"x 117 (Lower) 
17% x 25 x 8 e Frame: Chrome plated steel « 
Baskets removable « Terms: 1% 10 days, net ¢ 


Better Still ORDER TODAY! 





MANUFACTURED BY 


CHESLEY INDUSTRIES, Inc. 
24702 Telegraph Road Detroit 41, Michigan 


are built for long service and are ideal for 
either wet or dry waste. The liners can 
also be used as wastebaskets. Available 
in five sizes in granite gray, or white at a 
slightly higher price. For More Informa- 
tion Circle No. 488. 


TRANSPARENT BINDER COVERS 


Acco Products, Ogdensburg, N. Y., in- 
troduces an Accopress Binder for pres- 
entation purposes. Front cover is trans- 








Companies throughout the country are using this 
double deck chrome-plated steel distribution cart, 
to categorize incoming mail for quick, error-free 
delivery. Lower basket for outgoing mail. Both 


FILE HOLDERS 


days « F.O.B. Detroit « Shipping weight: 33 Ibs. TO FIT 
Witte for F _" GUIDE BARS 
e 
rite ree Srochure or $ .24 EACH 





S 


722 


Model LS-2 











For More Information Circle No. 288 


THe Orrice—September, 1961 


263 








parent acetate, allowing the front page 
to show. This allows the use of photo- 
graphs or other illustrative material in 
the cover design and provides immediate 
identification, while still giving complete 
protection. Acetate is heavy gauge; back 
cover 20-pt. pressboard. All punched sheets 
are held firmly in place by an Acco Fas- 
tener. Available in 12 colors. Sells for 70c. 
For More Information Circle No. 126. 


DIAZO AUTOMATIC DEVELOPER 


Rotolite Sales Corp., Stirling, N. J., 
makes the Rotolite Thermomatic automatic 
diazo print developer with a heated roller 
to speed action of ammonia developer. 
At low cost, it produces completely de- 
veloped blackline and sepia prints up to 
42” wide at 48” per minute. Can be used 
with the Rotolite Expeediter diazo printer 
to make sharp sepia, black, and blueprints. 


Developer has no dials to be set, no bot-« 


tles; one filling usually lasts all day. Weighs 


a TRUCK A a 


tid 








ae ALUMINIO 5. A) 


Write for samples, 
and a 16-page booklet on 
Property Control. 


prices 








30 Ibs. 
space but also can be used on a desk. All 
copies, including first prints, cost about Ic 
in letter size or 142c a square foot. Model 


and mounts on a wall to save 


sizes range from 18” to 42” paper widths; 
cost $129.50 and up. For More Informa- 
tion Circle No. 156. 


Biv py Col 


"AUTOGRAPHS" ... AND YOUR F. F.& E 
Positive Property Control begins with 
properly tagged physical assets. Iden- 


tify efficiently “out-front” with Serially 
Numbered “AUTOGRAPHS”. 


Benefits? Reduced capital expenditures, 
curtailed losses and thefts, verifiable 
tax computations and equitable insur- 
ance coverage. 


Made from lustrous .016” aluminum 
(not a foil). Legibly debossed serial 
numbers. Adhesive backing. A _ cinch 
to mount on any surface. 


Millions used on the FF & E of busi- 
nesses, industries, institutions and gov- 
ernments. Many reasons why! 


PIS TALC taf errr 


1619 SO. FEDERAL AVE N CITY, ITOWA 


For More Information Circle No. 385 
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Feet that must stand all day to accommodate their 

owner’s occupation put a frown on the face as surely as if 

they were directly connected. To keep a warm, welcome-customer 
smile on that face, even near closing time, the feet must 

receive proper support all day long. 


Hygienic Foot-Comfort Mats and Runners provide that support. 
They’re scientifically designed to distribute body weight, 

relieve back strain and reduce fatigue. Soft, but not 

mushy, they last for years — pay for themselves 

by increasing employee morale and efficiency. 


HYGIENIC 


e@ A choice of marbleized colors 
to enhance your office decor 


of @ Lengths and widths for any 
station 
@ Smooth, easy to clean surface 


got "b fe}. k-) @ Beveled edges for safety 





and appearance. 





See your office supply dealer or write to: 


THE HYGIENIC DENTAL MANUFACTURING COMPANY 


FLOORING DIVISION, DEPT. E 
AKRON 10, OHIO 


For More Information Circle No, 402 
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Fastens Paper Using Nothing 
But the Paper Itself ! 


° No Refills 
* No Clogged 


* No Bulky Files 
* Paper Easily 


= © eer or Unlocked, No 
T t . 
tones xe ° Welded” Papers 
Lay Flat 


It Costs Nothing To Press The Handle 


A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 

PAPER WELDER, INC. Medina, N. Y. 

For More Information Circle No. 245 


MAP BIN FILE | 


THE LOW COST WAY 
TO FILE ROLLED MAPS, 
DRAWINGS, TRACINGS, ETC. 


Heovy gouge steel bin, baked enamel finish, protective 












rubber bumper al! oround. Rolled items quickly located 


i 


and refiled. Idea! in a limited working orea 
40 HEAVY-DUTY CARDBOARD 
TUBES, 2” DIAM. 36” LONG 


= iL, He > eS: Se AT 


WITH FREE 
_puasticcover = § 00 
F.0.B. TULSA, OKLA igs 


Weight 3! Ibs 


SCOTT-RICE CO. 


619 SOUTH MAIN ST. TULSA 19, OKLA 
For More Information Circle No. 246 
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POST BINDERS 


Marbon Chemical Div., Borg-Warner 
Corp., Washington, W. Va., announces 
that Raven and Nomad post binders pro- 
duced by Wilson Jones Co., Chicago, are 
now constructed with an improved lock- 
ing safety catch housed in a tubing as- 
sembly extruded of Cycolac rigid plastic. 





The first major design change for the 
Wilson Jones binders in almost 50 years, 
the assembly has been strengthened as the 
dimensional stability of the ABS plastic, 
coupled with its inherent tensile strength, 
forms a more shock-resistant housing that 
offers increased protection and longer serv- 
ice for the locking mechanism. The 
smooth, clean finish gives a more attractive 
appearance, and the color matches the 
black and blue grain binder covers. Hous- 
ing unit was extruded by Sandee Mfg. Co., 
Chicago. For More Information Circle 
No. 182. 


FILM PENCILS, LEADS 


Richard Best Pencil Co., Inc., 215A 
Mountain Ave., Springfield, N. J., an- 
nounces a line of drawing pencils and 
leads for use on Mylar, Estar and Cronar 
polyester base drafting films. Damascus 
Polyfilm Pencil is available in five degrees 
of hardness, and features the Try-Rex 
Damascus pencil shape. For those who 
prefer lead holders, Damascus Polyfilm 
Leads are also available in five degrees, 
identical to the Polyfilm pencil. For a 
sample set of pencils and folder, Circle 
No. 142. 
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GO AHEAD—SOAK ’EM 





This proves 
Di-Kotes will give you better offset duplication. 


Moisture is vital in offset duplication, 
but the moisture should stay on the 
surface of the plate, not soak into it. 
Try soaking both a Di-Kote plastic- 
fiber plate and a paper plate at the 
same time. You'll see why Di-Kotes 
will give you longer life and better du- 
plication. The paper plate absorbs 
moisture; it gets soggy and will crack, 
stretch and tear at the sprocket holes. It 
loses strength and stability when wet. 
Di-Kotes have a plastic fiber base, 
not paper, and their moisture-barrier 
coating carries water instead of absorb- 
ing it. Di-Kotes can’t get soggy, can’t 





crack, tear or lose stability. And, you 
can etch Di-Kotes on the bench because 
they won’t curl. They keep their “snap” 
even when wet, making them easier 
to run on the press and giving you 
cleaner, sharper duplication. 

Because they can’t lose their dimen- 
sional stability, Di-Kotes can be stored 
for re-runs, even in systems or forms 
work, where register is important. 

If you don’t have time to soak ’em, 
you can find out more about them by 
sending in the coupon today. You'll 
also receive a free Direct Image Plate 
Reference Guide. 


Manufacturers of Graphic Arts Supplies Please send me more information on Di-Kote plates 
and my free Direct Image Plate Reference Guide. 
>) fe %ie af j - G9 
F @) Y C H R 2) M E - ON sche oeennsessceruen size offset presses 
CORPORATION Prem yy Terre Trey. er Pee ee 
(Were rrere PTET TT PEPEET TET Crre ti! Pk 
2 Ashburton Avenue, & RR i a 6s ac 000 véevces sien beseneedeantees 
Yonkers, New Yor CA Rae Re Gea ccvuiesees 

For More Information Circle No. 407 
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SYVTRCKN 


VIBRATORY 
BUSINESS FORM 


JOGGE! 


—ease all 
your paper 
handling jobs 











Syntron Business Form Joggers increase paper handling 
efficiency at every operation—preparing mail for opening, 
aligning invoices, punch cards, statements, cancelled 
checks, salesmen's reports, and other office materials. 
Eliminate slow manual jogging, speed office work by the 
use of simple vibration rheostat controlled for easy, 
instant adjustment. 


Simplicity of design assures long dependable service life 
with very low maintenance. 


Syntron Business Form Joggers are fast (3600 vibrations 
per minute), efficient, and effective—tilting rack mode! 
available with two, three, or four bin dividers. 


Write for detailed information today. 
61PJ5 





For More Information Circle No. 381 













DESK LAMP KIT 


Zack Electronics, 1422 Market St., San 
Francisco, Calif., offers the Tech-Lyte in- 
candescent utility lamp in kit form for 
do-it-yourself assembly. This universal 
lamp is suited for laboratories, studios, 
drafting rooms, inspection points, etc. It 





features strong but lightweight tubular 
arms which are spring counterbalanced to 
permit free movement and ability to re- 
main set without clamping or locking. 
Lamp moves up, down, sideways; extends 
to a 3 ft. radius and swings to illuminate 
any area on a desk or table top 6 ft. long 
and 3 ft. wide when secured in central 
position by base screw-clamp. Attractively 
finished in durable gray enamel, it comes 
with complete step-by-step assembly in- 
structions for $9.95. For More Informa- 
tion Circle No. 119. 


SPRAY CLEANER 


I. T. Morris Co., Box 126, Canandaigua, 
N. Y., announces its Morris Miracle Foam 
Cleaner, packaged in an easy-to-use aero- 
sol can that prevents spilling or evapora- 
tion. It is effective for cleaning desk tops, 
filing cabinets, office chairs and business 
machines of all types. Simply sprayed on 
and wiped off with a cloth; can be used on 
wood, metal, leather, plastic and fabric 
surfaces. It can be also used as a hand- 
cleaner to remove carbon or ink smudges 
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MASTER TIME AND SPACE WITH ROYALMETAL 


What is it that most buyers of office furniture really want? Most effective use of available floor 
space. Functional design that delivers peak employee efficiency. A price range that meets the budget. 
By satisfying all these needs (and more), Royal Metal has achieved a unique position in the office 
furniture field. Our newest designs, the “100” and “300” series shown above, provide many time 
and space-saving ideas. Ask your Royal dealer. HE’S EASY TO FIND IN THE YELLOW PAGES. 
Or write: ROYAL METAL MFG. CO., Dept. 7-!, One Park Ave., N. Y. 16. SHOWROOMS: ay 
New York, Chicago, Los Angeles, San Francisco, Seattle, Atlanta: Galt, Ontario. RE 


For More Information Circle No. 256 
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THE HAMILTON RITE-COPY LINE 


CUT-SIZE PAPERS — 
226 DIFFERENT ITEMS! 


..and they’re all HAMILTON QUALITY 


Business Papers: Hamilton Bond, Mimeo, Duplicator; Montgomery Bond, Mimeo, Duplicator 
Text and Cover Papers: Hamilton Andorra, Hamilton Kilmory 
Vellum Papers: Hamilton Starwhite; Hamilton Vellum Opaque; Hamilton Vellum Cover 
Offset Papers: Hamilton Offset, Test Offset 
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Standardize on Hamilton Rite-Copy Papers—one broad 
quality line for all duplicating-machine uses. You get 13 
mill-brand papers in white and colors, with many 
weights and in practical sizes from 8%” x 11” to begging fay 
11” x 17”. They’re all cut to the right size and press 
ready ... many 3-hole punched and Mylar* reinforced. b A a E 7 S Fs 
They’re all in new, colorful, moisture-proof packages. 

‘ 2 - : . Hamilton Paper C , Miquon, 
And there’s no increase in price! See your Hamilton ae caaetine: alain on ” 
merchant. Offices in New York, Chicago, Los Angeles 





*Du Pont Registered T.M, 
For More Information Circle No. 426 
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from the skin. Contains no carbon tetra- TAG FASTENER 


chloride or other harmful ingredients; is American Tag Co., 151 Cortlandt St. 
non-flammable and non-toxic,  Beljeville, N. J., announces the Ziplock 


retails at $1.75 per can. For ap fastener. Desi 
i ed to overcome 
More Information Circle No. g ” 


492. 


MECHANICAL PENCIL 


All-Rite Pen, Inc., Hacken- 
sack, N. J., introduces an im- 
proved version of its Fiesta 
mechanical pencil. It features 
a king-size eraser, easy-twist ac- 
tion for expelling or retracting 
lead, nickel-plated tip for easy 
grip and supply of fine-line 
black leads inside the barrel. 
Like the Fiesta pen which it 
matches, pencil has molded 
plastic barrel in gay colors, 
sure-hold pocket clip and 
chrome-plated ring. Retails for limitations of string as a fastener for 
49c. Extra erasers are available hang tags, it provides swift, secure at- 
at 19c per envelope of four. tachment. Manufactured to form one 
For More Information Circle unit, the tag with Ziplock can be attached 
No. 493. to a product with one hand for savings 








&& For 20 Employees or 520! 
Y 77, | The Revolutionary SHINGLE-FILE 


———>_ ONE-WRITE PAYROLL 


Surpasses Them All! 











Throw them away! 

They’re SHINGLE-FILED once each half- 
year right in the work-binder! 

All you do is turn a page! 


e Tubs or trays! 
‘ e Loose or lost earnings records! 


Individual handling, pegging or 
unpegging of earnings records! 
Individual handling. pegging or 
unpegging of checks! 

Individual realignment or advancing 
of the payroll summary sheet! 

Hand posting or transcription errors! 


They're preshingled! 
Don’t do a thing! 


ALL records in one writing! 

Including body and stub of check! 

It’s compact! Everything in ONE binder! 
Save your money! 

Use same check “ier accounts payable if you 


Spread-out space! 
Accounting machine investment! 
e Big expense on forms! 








wish! 
‘ e Skilled operators! Easy to do! 
e Carbon handling or carbon mess! NCR paper used! 


tt 444 + + & OH 


Laborious hand sorting of checks at Edge punched checks for easy bank 
end of month! reconciliation! Small extra cost! 
e Complicated gadgetry! Ingenious, but simple, equipment! 


20 EMPLOYEES—weekly payroll—year’s supply—only $99.90 for everything you 


‘Sneed down to the storage binders! Each additional employee, only $2.39 per 
year!! Still less for large payrolls! Write for free brochure! Inquiries welcomed 
from DEALERS and independent sales representatives. 

IGURE R Box 6! Hillside owe Branch, 
Y 


ITE BUSINESS SYSTEMS, New Hyde Park 


TIME-STUDIED BREAKTHROUGHS IN THE ONE-WRITE © ONE-TYPE TECHNOLOGY 


7 











For More Information Circle No. 308 
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STORE’EM 


PRONTO! 


iLe EM 





Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 
20 DIFFERENT SIZES 

a size for every office record 





LETTER 


HECK 
SIZE z 


SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


----------------} 


PRONTO FILE CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


(J Have your representative call for demonstration. 


Name 





I 
| 
(J Please send me your latest Pronto catalog. 
! 
! 


| Address. 
| City. 





Zone State 





| 
SROHARESKRRHBHLVNE See eRe we 
For More Information Circle No. 292 
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in time and labor. Once attached, a Zip- 
_ locked tag cannot slip off, is held face out 
and snug against the product. For More 
| Information Circle No. 210. 


OVERHEAD PROJECTOR 


Buhl Optical Co., 1009 Beech Ave., 
Pittsburgh 33, Pa., makes the Kool-Lite 
6000 overhead projector which features 
cool, bright and quiet operation. It weighs 





40 Ibs., accommodates transparencies up 
to 10” x 10” and holds cellophane rolls 
which can be used for projection of hand- 
written notes. Due to the coolness of 
operation, the Kool-Lite 6000 will hold 
projection transparencies for almost un- 
limited periods without loss of quality 
due to overheating. For More Informa- 
tion Circle No. 121. 


SCREEN TINTS 


Direct Image Corp., 3311 West Beverly 
Blvd., Montebello, Calif. announces 
Dichron screen tints. Made on polyester 
base film (0.004”), tints are dimensionally 
stable, have controlled values and are 
highly uniform (even in 10% and 20% 
values). Uniform dot size and streak-free 
development eliminates mottled tones in 
flat tint printing. A standard to measure 


| tint percentage is being introduced that is 
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BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 


BATES ‘‘56”’ Electric Stapler 
Completely automatic, staples at a 
touch of the paper. Uses a BATES “56” 
standard stapler, easily removable and 
replaceable, loading 210 standard 
staples. Adjustable depth gauge makes 
it easy to place staple the desired dis- 
tance from edge of paper. Other fea- 
tures include compact design, push- 
button loading and ‘‘Safety-matic”’ 
construction. 


BATES ELECTR 


For complete information, write 


Standard for Excellence the BATES manufacturing co. 


a | Orange, New Jersey 
New York Office: 63 Vesey Street, New York 7, N. Y. 








NUMBERING MACHINES ¢ STAPLERS ¢ LIST FINDERS * PUNCHES * STAMP PADS « EYELETERS 





For More Information Circle No. 338 
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YOU NEED EXTRA CONVENIENCE 
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ANYWHERE 


IN ANY SIZE FILING, USE 


SSL 


FAST ACCESS 
INDEX ON SIDE 
LESS SPACE 
EASIER WORK 
SAVES MONEY 


FREE COLOR FOLDER 


WRITE ON YOUR LETTERHEAD 


R. P. GILLOTTE & CO. 
1222 SUMTER ST. 
COLUMBIA, SO. CAR. 

For More Information Circle No. 293 








not dependent on visual observations (vary- 
ing from one observer to another), but on 
careful instrumentations. To assure con- 


| tinuous reproducible results, optically de- 


termined values are kept within small 


| tolerances. Tints are marked in percent- 


ages, packaged flat and retail at $8.50 for 
20” x 24” size, and at $8 in quantities of 
six. An additional line of Dico Com- 
mercial Tints is offered at $5 each. This 
tint is also made on polyester base film 
(0.004”), and is of good quality for use 
when controlled tints are not essential. 
For More Information Circle No. 487. 


TAPE APPLICATOR 


Velvet Touch Corp., Bellingham, Wash., 
announces the Velvet Touch applicator to 
apply pressure-sensitive tape. Single- 
handed action allows user to roll out tape 





to desired length; then tilt, twist slightly 
and tape is cut off. This prevents waste, 
wrinkling and curling. Plastic applicator 
is refillable. Velvet Touch holds any 2 
wide, 1” core tape (masking, vinyl, cello- 
phane, etc.) and comes in six colors. Suited 
for every taping job; mending, wrapping, 
sealing, masking and labeling. Retails for 
98c. For More Information Circle No. 
147. 


XEROGRAPHIC SUPPLIES 


Xerox Corp., X320 Haloid St., Rochester 
3, N. Y., announces toners and develop- 
ers for xerographic master making equip- 
ment in the preparation of transfer media, 
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THE NEW COMPTOMETER 


DUPLEX 


CALCULATOR 





Save valuable time ...make routine tasks easier, simpler, quicker with the 
new Comptometer® Duplex Calculator. It accumulates grand totals automat- 
ically. Subtracts directly. Computes almost anything—payrolls, cost control, 
invoices, inventory ...at high speed and in one direct, continuous action. 


For a demonstration see the Yellow Pages (““Adding-Calculating Machines— 
Comptometer’’?) or write Comptometer, Dept. 0-9, 5600 Jarvis Ave., Chicago 48. 


cuts calculating work in 


For More Information Circle No. 212 


06680606 
~ 


D2 OHLOLLES 
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288. 





8688825 


258600000 
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*,..unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 

superior quality of our products 
has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 


special requirements with 

care and promptness. 

We at Colonial will be happy to 
discuss your special requirements 


. may we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids. 


olonial Carbon Company SESW 


Serving the wholesale trade exclusively 














































including transparent and translucent in- 
termediates, or for imaging on colored 
paper and card stock. They make possible 
low-cost, multi-color overlays; transparent 
overlays in color for schematics, anima- 
tion, cartoons and television commercials; 
superior diazo reproduction through use of 
transparencies with brown or red images; 
nonreproducing guide lines for special 
needs like engineering change notices and 
patent drawings; high-contrast images for 
hand engraving rubber plates. Seven colors 
are available: red, green, yellow, blue, 
brown, gray and white. Heretofore, black 
has been standard. There is no change in 
the normal xerographic copying procedure, 
but it is convenient to have extra powder 
trays for quick changeover to color. For 
More Information Circle No. 486. 





SPELLING GUIDE 


In’stant Spel’ler Co., Box 35-221, Los 
Angeles 35, Calif., announces a keyed 
and indexed guide to correct spelling. User 
slides arrow to desired first letter and 





presses key to find any of 6000 commonly 
misspelled words, without turning a page. 
The desktop item is molded of styrene 
by Peerless Plastics, Culver City, Calif. 
Currently only in black, it will be avail- 
able in six decorator colors. Price is 
$2.95. For More Information Circle No. 
120. 


<For More Information Circle No. 489 














Torpedo 18 


Preferred by all because of 

its reliability, attractive design and 
unexcelled number of operating 
features 


DYNACORD 


the new office typewriter with basic 
new features and modern styling 
and finish in perfect harmony 


Dealer Distributorships open 


Torpedo Biromaschinen Werke AG 
Frankfurt/M.-Roedelheim 


Founded 1896 Western Germany 


For More Information Circle No. 294 














_.. than EVER READY! 


Compare its smart, pleasing design Compare its quality of paper 
Compare its sturdier, heavier construction Compare its several use-features 
Compare its clean, uncluttered pages Compare its nation-wide popularity 
Compare its sharp, 2-color printing Compare its wider choice of colors 


add these plus values, then compare price. You will find you are away ahead with 
Ever Ready desk calendars. 





For More Information Circle No. 333 
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TYING MACHINES 


B. H. Bunn Co., 7605 Vincennes Ave., 
Chicago 20, IIl., offers a maintenance 
manual and parts catalog on Bunn Package 
Tying Machines. The 18-page, two-color 
booklet contains instructions on how to 
operate the machines, how to thread them 


Maintenance 
Manual 

and 

Parts Catalog 





with twine, and make the various types of 
ties: One-way wraps or cross-ties; single, 
double or triple wraps. One section is 
devoted to how to avoid problems; 
another describes how to perform certain 
maintenance operations and replacement 
of parts; a third explains how to obtain a 
perfect knot, and what to do when trouble 
develops. A complete parts list is included 
with numerous exploded drawings to en- 
able the machine user to quickly identify 
all parts. For a copy, Circle No. 177. 


INFORMATION RETRIEVAL 


Stone Laboratories, Inc., 1312 Tremont 
St., Boston 20, Mass., developer of Teller- 
tron information retrieval systems, offers 
an eight-page brochure, “Phase One: A 
Real-Time Updating and _ Transaction 
Processing System,” which outlines the 
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design approach to a typical system and 
discusses configuration, operation, optional 
features and advantages. Also included is 
a comprehensive block diagram showing 
the interconnection of major components 
in the system with stations in the main 
and branch offices. This is the first of a 
three-part brochure series. For a copy, 
Circle No. 185. 


OFFSET DUPLICATOR 


American Type Founders, Dept. 256P, 
200 Elmora Ave., Elizabeth, N. J., offers 
an eight-page booklet describing the ATF 
Chief 15 Offset Duplicator. Colorfully and 
simply designed, it illustrates and describes 
the many features of this general purpose 
office duplicator, and lists its various uses. 
For a copy, Circle No. 193, 


FILES 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., offers a brochure de- 
tailing 12 ways to cut filing costs. Empha- 





sized are time-saving features of the Space- 
finder Filing System including cabinet 
shelf-type files, plus Unit Spacefinders 
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the Electro-Pointer. 


HERE IS HOW THE 
ELECTRO-POINTER 
SAVES YOU MONEY! 


* POINTS THE LEAD... DOES 
NOT CUT IT AWAY 


e DOES NOT BREAK POINTS 


¢ NO NICKS OR WEAKENED 
POINTS 


=NCILS LAST 3 TIMES 
ONGER 


IARPENS 6 TIMES FASTER 


s 


_~ WILL COST YOU NOTH 


If your firm uses 6 pencils a week (at a cost of 2c per pencil), 
you would save 8c a week with. the Electro-Pointer, based upon 
a proven record of 14 pencil consumption. The daily cost of the 
Electro-Pointer, including depreciation and up-keep, is less than 
le per day. The savings in pencils alone more than pay for 







Ec 





Write today for complete information 


) STILE-CRAFT Manufacturer's, Inc. 
1825 Macklind Ave. 
: 





t. Louis 10, Mo. 


) Please send complete information 
on Electric Pointer. 


} Your Name 
Firm’s Name__ 
} Address_ 


} City State 





id iid 























where documents are “packaged” in port- 
able boxes. Major characteristics of visi- 
bility, accessibility, space and time savings 
are shared by both units. For a free copy, 
Circle No. 173. 


FORMS CONVEYOR 


Mercury Industries, 365 Broadway, 
Hillsdale, N. J., offers a brochure on its 
patented office conveyor which moves in- 
dividual forms and documents on traveling 
belts to various desk positions along its 
route. The office conveyor is a flexible 
systems and procedures unit designed to 
meet any type of flow requirement. For 
Bulletin 500, Circle No. 362. 


ADP FORMS HANDLING 


Autographic Business Forms, Inc., 45 E. 
Wesley St., South Hackensack, N. J., offers 
“How I Tamed the Paper Tiger in My 
E.D.P. System”, a 28-page booklet which 
examines common forms handling prob- 
lems in data processing systems and offers 
practical solutions. It specifically covers 


If you 


faulty forms feeding, illegible carbon 
copies, excessive manual forms handling 
and excessive printer downtime for re- 
loading, showing how these problems can 
be solved by improved forms, new han- 


How I tamed 
THE PAPER TIGER 


in my E.D.P. System 


dling techniques and equipment. Auto- 
graphic’s four-point program for increasing 
productivity of data processing depart- 
ments outlines techniques for getting a con- 
tinuous flow of continuous forms by non- 
Bess printing, free-flow, feeding, improved 


budgetry 


H-O-N BOOKCASES IN THREE SIZES 


i 3} BUDGETRY is th 


wisely correlating spending to a ~se 


practice 


limit. Oftentimes this is quite a trick. 
How to get price without 
quality is the problem. 


sacrificing 


Here is a suggested answer: the price 
and the quality of H-O-N equipment 
are compatible with today’s purchasing 
practices. 


If you are interested in happily solv- 
ing your budget problems in office out- 
fitting, let H-O-N show you how. Write 
to us for literature and prices or see 
your dealer. 


THE H-O-N CO., MUSCATINE, IOWA 


For More Information Circle No. 376 


«<—For More Information Circle No. 355 
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legibility and automatic separation and 
distribution. Of particular interest to data 
processing managers is section on continu- 
ous loading for high speed printers which 
eliminates stopping the printer to reload. 
Autographic’s method of packaging pro- 
vides a continuous flow of forms to the 
printer by arranging specially designed 
cartons in tandem and splicing the contents 
of one carton to another. For a copy, 
Circle No. 179. 


SHADING FILMS 


Chart-Pak, Inc., Leeds, Mass., offers 
a six-page brochure on the Contak line of 
color tints and shading films. Printed on 
pressure-senstive, heat resistant Mylar film, 
Contak is available in 132 patterns includ- 
ing standard Ben Day screens and 27 
colors. Available for the first time are 
translucent white and black Contak sheets 
for making slide presentations. Also de- 
scribes matte finish Mylar sheets, printed 
on special order for typing or writing 
with India ink, pencil or crayon. For the 
brochure, Circle No. 187. 





MANUAL COLLATOR 


A. P. Heinz Co., 2422 Lunt Ave., 
Chicago 45, Ill., describes a manual paper 
gathering method with illustrations de- 
picting the proper sequence of operations. 





Examples are shown of how the Heinz 
Portable Collator 1s adapted to this method 
and how it is used for varying numbers 
of pages. Included is a description of how 
the collator is adjusted to different paper 
sizes. Circle No. 197. 








SiCOoOB 


12 th INTERNATIONAL 


OFFICE 
EQUIPMENT 








= 61 EXHIBITION 


16 COUNTRIES e 350 EXHIBITORS e 1000 MANUFACTURERS 





THE GREATEST SHOW 
IN THE OFFICE EQUIPMENT FIELD 











OFFICE ORGANIZATION, MAIL, SORTING AND FILING, 
REPRODUCTION, CALCULATING, ACCOUNTING, DATAPROCESSING | 
TECHNIQUES SOUND RECORDING AND TRANSMISSION | 


PARIS PALAIS DE LA DEFENSE 


France 13-<22 OCTOBER 1961 











For More Information Circle No. 286 
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This is Encore—the Howell contract lounge seating line. Write for free catalog and specifications. 


What Howell does for waiting ...We do this; we make 
that waiting time count. Every moment a visitor spends in your reception 
rooni or lounge, these handsome furnishings communicate their silent 
message of good taste and good sense. So do frames of satin chrome or 
Bronztone steel and upholstery of durable Naugahyde in a wide variety 
of colors. Table and chair units can clamp together for modular arrange- 
ment. And other, more subtle essentials—welt edges to protect upholstery, 


self-leveling feet to protect floors, and extended back legs to protect walls- 





all make the Howell contract line easy to do business with. 


OHOWELL 


modern metal institutional furniture 
434 South First Street + St. Charles, Illinois 








For More Information Circle No, 393 


MICROFILM CASE HISTORY 


Minnesota Mining & Mfg. Co., Dept. 
$1-378, 900 Bush Ave., St. Paul 6, Minn., 
offers a two-color illustrated brochure 
outlining the microfilm program at the 
mortgage division of Investors Diversified 
Services, Inc. It describes three principal 
savings made by the Minneapolis firm: 
elimination of duplicate files, substantial 
space savings and reduced clerical effort. 
Frank C. Haas, assistant vice president of 
the division, wrote the story which tells 
how records contained in 40,000 individual 
file folders were reduced to several small 
drawers in one filing cabinet. For a copy, 
Circle No. 180. 


FORMS SAMPLES 


Beekley Corp., Data Systems Div., West 
Hartford, Conn., describes its precision 
systems products, integrated data process- 
ing systems and information retrieval 
systems in a 24-page ring-bound booklet 
which has a pocket at the back contain- 
ing actual samples of the forms. The com- 


pany explains its Needle Sort integrated 
data processing and information retrieval 
and the Beekley Needle Sort Desk Groov- 
er; also its Hecto Master-Patch Card ad- 
dressing system and Feed-Hole punched 
cards for automatic writing machines; 
Data-Tab, Magne Sort, Magne-Dex, Needle 
Sort, Shingler and Micro-Mount visible 
card filing systems; Feed-Hole, Line-Finder 
and Shingle-Visible data processing ac- 
cessories; complex manifold combination 
spot wax and carbon forms. For a copy, 
Circle No. 181. 


OFFSET PLATES 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., offers a technical bul- 
letin, “Presensitized Plastic-Fiber Offset 
Plates,” with information on exposing and 
processing Polykote and Rapidkote plates. 
The bulletin says that the light sensitve 
coating is of such a nature that, on ex- 
posure to shorter wave lengths of light 
(blue, ultraviolet) it will be hardened 
more rapidly. Exposure time is said to 
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KEEP YOUR NAM 
| with the C-LINE 


The perfect execu 


name foremost in your cust 


ECONOMICAL... USEFUL...P 


“ features refilla 


Big, 17% * 21” “Daily Doodler 


dar, daily s¢ 
ress sheet! Contact your loc 


CHICAGO DES a tive 31, Hlinois 


ws 98 
ORDER eoovovecvesese® 


-line Doodle Pads 
for oe Gifts and Premivms!| __ 


“DAILY DOODLER”’ 


tive gift. Cline © 
omer’s mind. 


the w 
ses conged ol Office Supply dealer, © 











BEFORE THEIR EYES 


"Daily Doodlers” will keep your 


LAR..- UNUSUAL 
OPU ble pad with 2 year 
¢ doodle space on 


° 
eek, and plenty Faas te 


AD co., INC. 





For More Information Circle No. 258 
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SETS UP INSTANTLY! 


Count "1-2-3"—that's how quickly 
anybody in your office, plant or 
warehouse can set up a PAIGE 
MIRACLE BOX. 


The UNIQUE 


PAIGE MIRACLE BOX 
the INSTANT File 


cuts record-retention costs 75% 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 





UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it’s the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durabilty. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 
hand-holds; even when full, can easily be carried 
by any girl in the office. 


Our brochure explains how the use of the 
unique PAIGE MIRACLE BOX has developed 
the new Compact System of retaining records 
. . . how leading companies get maximum 
use of available space, highest efficiency in 
operations, greatest convenience for person- 
nel. We'll be glad to send you a copy. 


The PAIGE 


Company 


95 MADISON AVE 
NEW YORK 16, N. Y 





THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 
Send your new, illustrated Miracle Box brochure. 


MIE <5: sdeudes devweii ens «ae | aw = 
IN, ord oes F< weg. B46 ic ca eae 
BEE <5 oi wae de ob ci 5 cahieet & ket nde We Ol 
RE erred eects deems ae Get ZONE ....STATE . 
For More Information Circle No. 384 
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Office personnel “get the message” 
when they see colored 


Adhesive Paper 


SIGNAL CLIPS 


PREMIER 
ADHESIVE 
CLIPS IN 


6 COLORS 
AND WHITE! 


For CODING. . .. Billing and Ship- 
ping Records . . . Open-End Files 
. . « Product and Customer Groups 


For FASTENING... Checks to 


invoices . . . Memos to data sheets 
... Any type “papers” — SECURITY 
WITHOUT BULK! 


Used daily by America's largest companies. 
250 clips per pack with automatic feeder. 
Seven packs per holder with felt-moistener 
and water well. Total value, complete outfit, 
$6.70. INTRODUCTORY OFFER $4.25 per set, 
limited to U.S. and Possessions and Canada. 
Foreign inquiries invited. Send sample order 
today! 


as ILE a 


U-File-M Binder 


Mfg. Co., Inc. 
Syracuse 1, N.Y. 
For More Information Circle No. 311 
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| into a %’ 


be about one-quarter to one-third that 


| of other presensitized plates (paper, plastic 

| or metal base). Proper inks, fountain solu- 

| tions and press procedures are discussed. 
For a copy, Circle No. 337. 


PHOTOGRAPHIC EQUIPMENT 
Burke & James, Inc., 321 S. Wabash 


Ave., Chicago 4, Ill., describes everything 


from a Cambridge Copy Camera weighing 
several tons to a lens brush in its 64th 
annual catalog. This 148-page reference 


volume contains thousands of items, pages 
of lens listings, cameras, lighting and time- 
and money-saving laboratory processing 


| equipment. More space has been devoted 
| to equipment for graphic arts applica- 


tions, For a free copy, Circle No. 174. 


OFFICE LIGHTING 


Fannon Products Div., Hupp Corp., 
3000 E. Woodbridge, Detroit 7, Mich., 
offers a four-page, two-color brochure on 
the design of luminous ceilings with 
Metalcel steel ceiling panels. This strong, 
hexagonal-celled ceiling panel has low 
surface brightness and high efficiency. 
Made from a single steel sheet formed 
’ cell pattern and copper brazed 
at 2050 F., panel will withstand a load 
of 1450 lbs. psi without cell deformation. 
Brochure contains photometric curves, 
coefficient of utilization tables and related 
formula and factors for calculating total 
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Hew 
from every angle 
the Martin Yale 


auto-folder 
“Seventeen” 


Capacity: 14°" x 24"' 








ONLY 


$450” 


plus f.et 


STYLING Modern streamlined “custom” design in two- 
tone Sahara Sand finish. 
PERFORMANCE Folds, perforates, scores, slits 
simultaneously or in separate operations. 
VERSATILITY Instantly adjustable for all weights of stock, 
10-Ib. onionskin to 120-lb. index. Accepts wide range 
of sizes from 242"'x6'2" to 14x24”. 
FEATURES Easily removable fold plates. Variable speed, 
mM maintenance-free GE motor. Micro-adjustment for 
— precise angular fold control. Automatic feed, con- 
tinuous loading. 
MARTIN YALE. INC LOW COST More dollar-for-dollar value than any 
ii . 


other folding machine. Fully Guaranteed. 





2100 W. Fulton St. * Chicago 172, Ill 
For demonstration in your office, or additional details, 


TAylor 9-3033 
call your dealer. 


For More Information Circle No. 225 


Manufacturers of Premier Auto Opener, Auto Folder, Ream Cutter 















ANOW THEY’VE DONE IT! 


New low-cost knockdown 
TRANSFER FILES 
meet every demand! 















ASSEMBLE 
INTO RIGID 
PERMANENT 
FILES... 


NOT 
BOXES! 





2 PLY { ” 
SIDEWALLS i ae 
4PLY FRONTS 






nee 4 STEEL ROD 
rm i CUTAWAY VIEW 
if SHOWS ENDURING 
+ “CONSTRUCTION 
New ‘Pyramid’ Transfer Files make stored 
business records and papers INSTANTLY AVAIL- 
ABLE. Saves that “high cost of looking’. 
STRONG double-double heavy duty corrugated 
with handsome smooth design, Pinegreen color. 
LIGHT-WEIGHT means easy to handle and 
important where floor load is a factor. 
EASY-TO-ASSEMBLE, no tools, tape, nuts or 
bolts. Major components are securely pre- 
stitched. 
STACKABLE—NO SHELVING NEEDED. Enclosed 
steel rod frames add great strength and solidity. 
LOW-LOW COST will surprise you. Letter, 
legal, freight bill sizes now available. At 
dealers or contact . 





LENNOX DIST. DIV. 
4 MASSILLON, OHIO 
y hs P. O. BOX 483-H 





Ph, GR 7-7911 
For More Information Circle No. 454 


ENDURING STORAGE FILES 





FEDRON 


Platen Reconditioner 


Wipe on FEDRON and restore type 
writer and business machine platens 
to new, resilient, slip-proof condi- 
tion. Cleons type too. Write for 
bulletin. 


FEDERAL MINING & MFG. CO 
222 Kearney Ave., Jersey City 4, NJ, 





For More information Circle No. 455 
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lumens required with the white baked 
enamel panels. Also illustrates typical in- 
stallations in offices. For a copy, Circle 
No. 175. 


COPYING MACHINE 


Photek, Inc., Box 1553, Providence 1, 
R. L, offers a four-page illustrated folder 
describing the Consecutor automatic office 
copying machine. It describes the com- 
pletely automatic functions of the copier 
and lists its specifications. For a copy, 
Circle No. 176. 


OFFSET SUPPLIES 


Colitho Div., Columbia Ribbon & Car- 
bon Mfg. Co., Glen Cove, N. Y., an- 
nounces a catalog listing its line of offset 
duplicating plates and supplies. Included 
are direct image paper plates and supplies 
for offset duplicating, a complete line of 
supplies and plates to fit any duplicator 
or small press as well as modern high 
speed data processing equipment and other 
electronic and mechanical imaging ma- 
chines. For a copy, Circle No. 198. 





bMS 


“Don’t wreck the typewriter. Use the 
copying machine!”’ 
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Business Christmas Gift Plan 


NOVEL IDEA in Christmas gifts 

for business is offered by Auto- 
mated Gift Plan, Inc., 80 Park Ave., 
New York 16, with Gift Bookards. 
These are 2” x 4” booklets which show 
20-24 gifts in full color with com- 
plete description, 


credit within 30 days. Most items in- 
cluded in the gifts are discount priced, 
but charges include envelopes and im- 
printing. Since the prices are not pub- 
licized, the recipient does not know the 
amount spent. Donor merely addresses 





housed in a die- 
cut envelope dec- 
orated like a 
Christmas box 
tied with fancy 
ribbon. The Gift 
Bookard also con- 
tains a return 
card certificate on 
which the re- 
cipient notes the 
gift of his choice. 
When the card is 
received by the 
company, the gift 
is mailed within 
two weeks with 
shipping charges 
prepaid. 

Gifts come in 
eight price ranges, 
with booklets for 
each price range: 
A, $7.50; B, $10; 
C. Fit7.3& & 
$25; E, $37.50; 
F, $50; G, $75 
and H,~ $100. 
Firms may order 
as many booklets 
as needed; left- 
overs are return- 
able for full 


sa tk Sr ieee 





wr. use. 





AVERY TABULABELS 


The original aaa pin-feed labels for data pro- 
. Self-adhesive — four times easier to 
apply. 2. Precision die-cuts — just peel and press in 
steias o 3. Pure white, smudge-proof stock — 
better, never smears. 4, Clean punched pin-feed holes ® 
—no “confetti”. 5. No bent edges or “dog-ears”. For 


addressing, filing, coding and countless other uses, 


pics canis FOR FREE — 2 


S. California Ave., 










so segemenranpegt 9a 


ed 


looks 


pressure 
adhesive : 
no moist 


Avery Label Company —A Division 
of Avery Adhesive Products, Inc. 
Monrovia, California 










For More Information Circle No. 329 
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$35.45 


#116 : 
MIGHTY MITE 
MAIL & 
STOCK CART 
An economical 
and sturdy cart 
of plated con 
struction wit: 
Plastaseal 
dies, 4 
casters and 3" 
wheels. 
chrome - plated 
top basket with 
3500 cu. in, ca- 
pacity; 
shelf to accom- 
modate parcels, 
bulky items. Overall 


MAIL and STOCKROOM CARTS 
FOR EVERY NEED 


#439BW ALL-PURPOSE 


FOLD AWAY CART: 





Chin 
WITT , 
7 nnugpoe f 
Ug nl 
Why 1 it 





han- 
swive! 


Large 


lower 


including basket. 
$7.95 each. 











BASKET AND CART COMPLETE 
Additional baskets—$7.95 each. 


Versatile Chrome- 
plated heavy gauge 
tubular steel car- 
rier with 4" ball- 
bearing non-mark- 
ing rubber tread 
wheels with swivel 
casters in front — 
rigid rear wheel 
forks. Detachable 
basket of durable 
triple-plated wire 
with 3500 cu, in. 
capacity. Frame 
folds flat for stor- 
age, baskets nest 
Cart: 28° L x is" 
W x 37" H; Basket: 
‘ WwW x 





Cart dimensions: 30" L x 17" 
W x 30" H. Basket size: 25° Lx 17" Wx II" D. 


$24.50 


Extra baskets — 


Sturdy hanging 
file folders avail 
able to fit above 
baskets, complete 
with frame, 15 
folders $5.00; 
extra folders 20c 
each. 


All prices f.o.b. New York. 
Open accounts to rated firms. 


WIN-HOLT EQUIPMENT CORP. 


306 Main Street, 
Hempstead, L. I., N. Y. 


TVanhoe 3-7 


771 
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For More Information Circle No. 347 














the card and sends it direct to the re- 
cipients home, avoiding carting 
charges. 

These gifts also have the advantage 
of reminding the recipient twice: once 
when the card is received, and when 
the gift arrives two weeks later. 









































Recipient indicates his choice of a gift 
on return card in Gift Bookard and his 
gift is then shipped to him. 






More than 50 manufacturers are par- 
ticipating in the plan, and presidents 
of some large companies sit on its board 
of directors. Among the items in- 
cluded are golf clubs and bags by Mac- 
Gregor, watches by Longines, cameras 
and projectors by Ansco, silverplate by 
Sheridan; appliances by Cory, Univer- 
sal and Enterprise; luggage by Platt, 
solid gold cufflinks by Fredericks, wal- 
lets by Bosca. 

President Harry King reports that | 
500 letters were sent out June 15 in- 
viting manufacturers to participate; of 
50 participating manufacturers the list | 
was filled in less than 30 days. The 
company plans to conduct the program 
on a year-round basis with trucking 
companies, banks for new accounts, oil 
companies, drug manufacturers, etc. 

For More Information Circle No. 184. 
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THERMO-COPY MACHINE OWNERS! 


| are 
| you 


scared 
of 


Saving 
| money 





Here’s proof that inexpensive copy paper can be the finest! 
Write today for FREE samples of heavy-weight, white 


CALOCOP BOND! 


The very best usually carries the highest price 
tag—but there are happy exceptions! CALOCOP 
BOND copy paper saves you 14%2¢ or more on 
every sheet you use, yet it’s the toughest, most 
durable paper you can buy for your heat-process 
copying machine (like Thermo-Fax) and it gives 
you the clearest, most legible copies in the bar- 
gain. CALOCOP BOND is non-glare; it’s as heavy 
as letterhead bond; it won't crack, shred or flake, 
even if you crush it; and, no matter how roughly 
you treat it, the reproduction won’t scratch off. Not even Scotch tape 
can damage your CALOCOP thermo-copies—handle them over and over 
again, they'll still last for years and years! What’s more, CALOCOP BOND 
is the only letterhead-weight thermo-copying paper that always gives you 
excellent results whether the original is printed on one side or on both sides. 
Write for free samples! CALOR COPY CORP., 387 Park Ave. S., New York 16. 
DEALERS: Win an all-expense-paid trip to Italy via TWA jet, plus cash bonus. Write for details. 
For More Information Circle No. 403 








SPACE 
UNLIMITED 


For your 
Records 


NO SHELVING NEEDED! ¢ 
STAXONSTEEL employs an 
engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 

The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE ‘‘Manual of Record Storage 
Practice”’ telling you how long to retain or 
destroy business records PLUS our com- 
plete catalog of Special Record Storage 
Filing Equipment. 














— _—— sn nr ar an a ee eee eee ee 
ERS 
1 =iS¢ BANKERS BOX COMPANY 
I a % Record Storage Specialists Since 1918 
! %, S<? M607 N. 25th Avenue, Franklin Park, 
| DU Dept. OF -9 | 
! Please send, without obligation, my FREE | 
| manual of Record Storage Practice PLUS ] 
new, complete product catalog. ! 
! 
| Your Nome | 
| (Please Print Plainly) 
Ic 
] dei (Please Print Plainly 
Address. l 
| 
| Postoffice. State ] 
a we ee wee wee we we ee ee Ce = 
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How Goodkin Developed 
Its Copyboard Lighting 


INCE ITS INCEPTION in 1954, 

M. P. Goodkin Co., Newark, N. J., 
has cooperated with members of the 
graphic arts industry in developing 
techniques and equipment for transfer- 
ring an image of text matter, illustra- 
tions and actual objects onto light-sen- 
sitive film or paper. These experiments, 
which resulted in “balanced lighting” 
for its vertical process cameras, began 
in the spring of 1957. 

After a year of research, a method 
of photo-reproduction resulted. It in- 
volved, essentially, a high speed projec- 
tion negative with about one-fourth the 
speed of standard lithographic film, and 
a lighting system that provided a flood 
of even, reflected lighting on this nega- 
tive. 

The problem was also approached 
from a different direction: the angle at 
which the floodlamps were directed. 
Experiments had been made with lamps 
placed above and slightly to the side 
of the copyboard at a fixed angle. This 
proved unsatisfactory because the bel- 
lows of the camera often projected into 
the path of the light rays and blocked 
off a portion of them; and since the 
lamps were separate from the copy- 
board, there was a change in the angle 
and amount of lighting each time copy- 
board was adjusted for enlargement or 
reduction. Each such adjustment pro- 
duced a different exposure on the film. 

Goodkin decided to employ a tech- 
nique used by manufacturers of flatbed 
or horizontal cameras: mounting the 
lamps on the copyboard so that, as the 
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copyboard travels, the lamps travel with 
it and always at the same angle to it. 
It was found that a 30° angle was bet- 
ter for incandescent lamps on a vertical 
camera than the usual 45° lamp angle 
of fiatbed cameras. With a 30° angle, 
supplemented by the effect of reflector 
hoods, light rays flooded the copyboard 
area. No fill-in lamps or other meth- 
ods of illumination were necessary. 

The next step involved deciding upon 
the number and spacing of lamps in the 
two facing reflector hoods. Through 
redesign of reflectors, two 300 - watt 
lamps set in each reflector gave best 
results and were the easiest for an in- 
experienced operator to control. 

Up to this point, the lighting worked 
fine with the normal litho film’s wide 
latitude for exposure and development. 
With the narrower latitude matrix-trans- 
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JASPER, 





a lB litem 


The NEW COMPETITIVE 


Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed brass finish. 


LITERATURE ON REQUEST 


THE JASPER DESK CO. 





fer films, and particularly when shoot- 
ing excessively large copy (e.g., 24” 
wide), it was necessary to paint the 
top of the inside of the reflector black 
to eliminate bounce light on the corners 
of the copyboard. With this slight 
change, the position of lamps in the 
reflector was no longer critical and an 
inexperienced operator could alter the 
light angle and still get perfect illumi- 
nation, within the latitude ranges of 
the transfer film, throughout the entire 
range of enlargements and reductions. 
Balanced lighting is now an integral 
part of the entire line of Goodkin ver- 
tical process cameras and was recently 
incorporated into the new Goodkin 


TransferMate Camera designed for the 
Ektalith and Gevacopy matrix-transfer 
processes. For More Information Circle 
No. 343. 
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Production Control File 


(Continued from page 92) 


the plant concerned (see page 93). 
The master then goes to a girl at the 
duplicating machine who runs off the 
cards. Since the cards carry only the 
pertinent lines for this particular prod- 
uct, they are only half-length, or some- 
what longer as 
required; and of | 


across the top so the messenger, when 
he carries the cards to the plant, simply 
leaves the cards at the departments 
signified by the number checked. Every 
department concerned gets a pink card 
and a yellow card. Departments origi- 
nating any part of the product also get 
a salmon card (work order and the 
move order) which stays with the ma- 






different colors | fn 

for each depart- ; aan : 

ment. She flips pert Lae A 7 Single Pedestal 

the cards to re- —< wey Rotor-File Desk 
d th ——— 

taalid "es © Data Card Rotor-File 

drawing on the see eee wee 


back, from the 
lower part of the 
master. Thus, 
with all produc- 
tion data and or- 
der data on one 
side, and with the 
drawing on the 
other, any card 
can serve as an 


Book 


Rotor File 


in the plant. Pro- 
ducing 50 cards 
takes about two 
minutes. The girls 
figure they sel- 
dom take more 
than three min- 
utes to turn out 
a full deck. 
Cards then are 
passed to a girl 
who sorts them 
for distribution 
and pencil-checks 
the right numbers 


( Ae 





Open 


Corres-File ff 











Multiple — Desk Rotary 
actual work order i a a eh ae 















TURN 

NEW PROFITS 

with WASSELL WORK 
ORGANIZERS 


° Wassell revolving files bring the 

° work to the clerk: 

. ¢ Turn walking hours into 

e working hours 

: ¢ Save up to 50% of filing time 

E ¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 

Work Organizer revolving files save 

up to 40% in floor space. Send 

for your free literature on Work 

Organizers for the Sixties. 


“Rp 


WASSELL ORGANIZATION INC. 
ag, oe” 


DEPT. 0.9, WESTPORT, CONNECTICUT 
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Without a carefully planned paperwork system | 


a company is missing out on one of its finest 
opportunities to improve profits. Low form cost 
is important. But, the really sizable savings in 
business forms is determined by what the forms 
do...the control, the speed, the cost reduction 
they bring to company operations. This is why 
the help of your Standard Register business forms 
representative is so valuable. He can make the 
purchase of your business forms an exceptional 
value. Want proof? Ask him to show you case 
histories illustrating how planned paperwork gives 
a company competitive advantages. 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 


@ PAPERWORK SIMPLIFICATION 
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terials. When production is started, the 
pink card goes into a box. When the 
operation is completed, the yellow card 
goes into the box. 

Three times daily, or oftener, mes- 
sengers move through all departments 
picking up the cards in the boxes to 
take them to the production control 
file. There, as soon as cards arrive, a 
girl pulls from the master file a buff 
card, printed from the same master at 
the same time, and posts the pink and 
yellow cards to the master buff card. 
She checks all her pink cards, signify- 
ing work started, and posts them into 
the spaces in the buff card with a single 
diagonal line through the department 
that has started the operation. She 


| then posts the yellow cards with an 
| Opposite diagonal line to make an x 


through the department where an oper- 
ation has been completed. 
For example, a shaft (Part No. 7977) 


When job is finished, work card goes to 
production control for posting. 
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for a certain order might have to go 
to Departments 010, 020 and 240 to be 
completed. When 010 starts its opera- 
tion, the pink card goes to Mr. Beden, 
telling him the operation has started, 
and the girl draws her diagonal line 
through 010 on the card. When the 
next batch of cards comes in, it might 
have the yellow card from 010 and 
also pink card from 020. The girl then 


posts her reverse diagonal line to 010, 
exing it out, and the single line to 020. 

This is done for each of the com- 
ponents as the cards come in. Suppose 
this customer telephones to ask when 
his order will be delivered. Mr. Beden 
simply wheels around in his chair, pulls 
out the drawer where orders are filed 
alphabetically by customer and nu- 
merically by order number, and glances 





CUT YOUR 


MAILING COSTS! 
with the Model No. 6 


THis portable table SAXMAYER 
Model No. 6 is especially adapted to 


tie letter mail—also designed for 
general purpose tying of bundles 


In any sequence up to 6” high without adjustments. 
and casters available at a small additional cost. 


firm, non-slip ties, economical in twine and time. 


prove it on our trial basis. 


WRITE DEPT. J. 


NATIONAL BUNDLE TYER CO. 
Blissfield, Michigan 





Adjustable legs 

All SAXMAYER 

tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 
attractive in appearance but also EFFICIENT—fully automatic, speedy, 


Let us 
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ALL THUMBS? 
TRY EVANS’ 


It's the modern fingertip moistener that speeds up paper handling. 
Stainless — odorless — greaseless . . 
clumsy finger guards obsolete. One application lasts hundreds of 

sheets. Try it today! Send $6.00 for a dozen boxes or get two 
trial boxes for $1.00. See your dealer or write: 


Evans Specialty, Company, Inc. 
P. O. Box 8128, Richmond, Virginia 


TACKY-FINGER! 


. it makes messy sponges and 
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Avoid 
Losses! 


Avoid 
unexpected 
troubles! 


15 day 
free 
trial 







Thinnest shreds of any office paper 
shredder! Simple to operate — 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH saies corp. 


145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 
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NIPPO WELLON 


Electric Check Writer 
Just turn the 
dial — that’s all, 
and Presto! — 
the amount is au- 
tomatically and 
clearly perfor- 
ated. 
YOKOHAMA, JAPAN 


NIPPO MACHINE INDUSTRY CO., LTD. 
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| pleted, where it goes next. 


at the diagonal postings which tell him 
what components of the product have 
started, which ones have been com- 
If he sees 
only final assembly is still to be done, 
a glance at the upper portion of the 
card, which shows workload by de- 
partments, tells him the number of 
hours left for final assembly. Any 
clerk there can look and tell the same 
story at a glance. 

There are other little aids to make 


| the system smoother and production 


easier. For example, Mr. Bronkan 
designed the masters so that, in cases 
where customers send in new orders 
for the same product, the old master 
can be pulled from the file and reused 
with a new insert covering only the first 
two columns. The new columns then 
are retyped with the new order num- 
ber, new quantity, date, priority, etc., 
and the remainder, which is constant, 
need not be retyped. Masters can be 
used six times with no loss in quality. 

This efficiency applies to the plant, 
also. For example, the front plate for 
many rotary switches is the same, re- 








Posting finished work cards in production 
control department. 
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im 
ive gardless of customer. It would take 
m- about two to three hours to set up dies 
Pes and make 100 of them, but 4000 can 
ne, be turned out in that time with the 
the dies set up. So parts like this are made 
de- up for stock. When ordered, they can 
of be picked up instead of manufactured. 
ny | A small-order department handles all 
me orders for parts in quantities under 50. 

Such orders were nuisances in regular 
ke of departments where there might be 
=n a backlog of a half-million. The small- ” 
an | order department has its own machin- Harry Beden can tell a customer the prog- 
on ery and no card system. It’s like the ress of his order at any time. 
ion fast checkout counter at a supermar- the complexity. The new system has 
— ket; they get out fast and they don’t raised that percentage to 93. “When 
an | slow the big orders. they’re late, we know it and we know 
rat Before the present system was set up, Why,” said Mr. Bronkan. “We know 
oa according to Mr. Bronkan, some 52%  what’s going on now down to the small- 
‘oa of the company’s orders were shipped est detail, and we can do something 
ai on time, a high percentage considering about it.” 
nt, | 
“Ge MOVING PROBLEMS SOLVED! 
nt, | EASY AS 14+2+3 
‘or A set of Di-Peleo Multi-Purpose Lift 
e- trucks gives you all these tools: 


1. A lifting and moving device, second 
to none, PLUS 


| 2. TWO hand trucks, PLUS 

§ 3. TWO floor dollies EQUALS 

A LOT OF MOVING 
PROBLEMS SOLVED 


WITH ONE LOW PUR- 
CHASE COST. 


Two Models: 
500 & 1000 Ibs. 
capacity 





D. L. Pezzuti, Sales 


= 320 Robble Ave. 
Endicott, N. Y. 


For More Information Circle No. 323 














THe Orrice—September, 1961 299 








MICROFILM 
ENLARGEMENTS 


COMPLETELY FINISHED 


IN 20 SECONDS 





the Incredible 


MICRO-MATE 





BiGes RS 


...MOST VERSATILE 
READER-PRINTER, WALL 
PROJECTOR, CONTACT 
PRINTER EVER MADE! 








An ———— lew “Cost lateerenide 
Process, With Unbelievable Quality! 
For Aperture Garde, or Roll 16-35-70 mm. 





lossy, Matte, or ytrene- 


Special High Speed 
lucent Paper Stocks For Every Engineering 
and Diazo Use! 

So Simple To Operate! No Darkroom Needed! 

so : aes 





Available in Two Sunes 
Up to 18" x 24”... . $695.00 
Up to 81:“x 14"... .$395.00 


Write or Phone Today for Comp/ete 
Details Dept. N-2 


Burton Mount Corp. 
Exc/usive US Distributor 
2147 JERICHO TURNPIKE 
NEW HYDE PARK, NEW YORK 
Ploneer 1-7770 
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| mittee is not very effective 
| regular 





| fining policies, 
| and recommending plans, 








By Committee 


(Continued from page 30) 


| requirements is enriching; out of such raw 


material can be woven a rich pattern. 
Creativity of mind is stimulated by interplay. 
This interaction becomes group power and 
effectiveness. . . A group at its best not only 
sifts the facts and weighs alternatives, it dili- 
gently explores new possibilities and frequent- 
ly invents solutions which better the ideas, de- 
sires and experience of the participants.—“The 
Essence of Management,” Mary Cushing Niles 
130, 131) Harper & Bros., 1958. 

In the New York Times, June 26, 
Joseph A. Loftus observed that: 


The President’s aversion to formal meetings 
is no rejection of his incumbent secretaries 
He is simply not attuned to group thinking, 
and sensitive observers say that he has found 
no gentlemanly way of insisting in such meet- 
ings on the conciseness his temperament de- 
mands. The President’s temperament also 
does not permit him to hold regular staff 
meetings. He prefers to pick up a telephone 
or walk to a man’s desk and ask him to do 
something, as the problem arises or the spirit 
moves him. 


There also have been many other con- 
tributions to the literature pertaining to 
committees. Of particular significance 
are “The Nature and Use of Commit- 
tees,” by Estill I. Green, executive vice 
president, Bell Telephone Laboratories 
(Advanced Management, July 1959), 
and “Individualism vs. the Committee 
Process,” by Edwin A. Giermak, general 
manager, Chicago’s Marketing Assn. of 
America (Advanced Management, Dec. 
1960). 

The former points out that a com- 
for handling 
administrative decisions, but 
that committees can be of “extremely 
high utility in the area for advice to 
management. For such purposes as de- 
formulating objectives 
committees 
are often nearly indispensable.” 

Mr. Giermak weighs the pros and 
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cons of committee effectiveness and as- 
serts that “basically there remains a 
strong line of agreement that manage- 
ment responsibilities rest with the in- 
dividual and that decisions finally made 
must be his or one on which he con- 
curs. Admittedly, the decision may re- 
flect the comments and judgments of 
his associates, and to this extent an 
involvement in compromise is evident. 
However, the decision must be made by 
one individual. Furthermore, although 
a committee might be used to transmit 
information, and thus aid the executive 
by furnishing facts, viewpoints, opin- 
ions, etc., the important decisions must 
always be pinned down as the responsi- 
bility of an individual. Finally, if it is 
considered desirable for a committee 
to make a decision, some individual 
should have the power to veto such a 


maxsnetic 
VISUAL CONTROL BOARDS 


Lsasng Perrcen Ans | 
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Make Card and Peg Systems Obsolete 


No fuss . . . no mess with cards, pegs, or other 
signal devices with ‘“‘Maggie’”’ Control Systems. 
Permanent colored magnetic indicators that move 
with fingertip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, etc, The first cost is the last cost because 
there are no cards or pegs to replace. 
Packaged kits—board and magnetic 
Indicators—begin at $49.50. 
For further information, write to: 


velete rep ism rttelepelcbetom at-ii lol Mette tele) ge) 


1l West 42nd Street e New York 36, N. Y. 
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“the carbon with 
the gripper” 


¢ clean 

e sharp 

e no feed 
roll marks 


© longer 
wear 





have you 
tried Codo 
Silk Ribbons? 


~ MANUFACTURING CORP. ---= 


sianiadi i 
! DEPT. O 
-etsdale, Pa. 
Leetsdale, Pa I 
| Please send samples | 
| Name I 
| I 
| 1 Address I 
| I 
| City State I 
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Using Multistamp FORM-CUT stencil, printing the form 
and fill-in data at the same time is an easy, one-man 

. one-hand operation. Your form is custom die-cut 
in the stencils... you fill them in with ball point pen 
or typewriter 


Multistamp Stencil 

Addressing System 
Quickest Way for 
Volume Shipping 


ay es QUICK DRYING 
ADE PROOF WATERPROOF 
cieaa address errors are virtually 
eliminated when printed directly: on 
cartons by the Multistamp Stencil 
Duplicator. Print becomes identical 
smear-proof permanent part of every 
carton in shipment. Quantity users now 
save big money on VOLUME-PAK sten- 
cils..either plain or FORM-CUT. One- 
day service on repeat FORM-CUT sten- 
cil orders..less than 
10.days on new orders. 
bs ite Today for your 
ad » cane of the ilius- 
ed new how-to (and 


ay book about the 
eee Morning 


MULTISIAMD ~ 


THE MULTISTAMP CO. Norfolk. Va. 
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decision so that, in the end, it becomes 
his responsibility.” 

Although he stresses the importance 
of individual responsibility for decisions, 
Mr. Giermak observes that “it is diffi- 
cult to uncover executive judgment not 
accepting the committee process as a 
tool of management and as a desired 
medium of communications. The 
process lacks acknowledged support if 
it prevents the pinpointing of responsi- 
bilities, or hinders executive develop- 
ment, or forces upon management and 
individuals any degree of conformity, 
and finally, if it threatens creativity, 
and adds to complacency.” 

Like any other tool or arm of man- 
agement, committees can be as useful 
and effective as they are intended to be. 
Such intent will, of course, be reflected 
in the calibre and stature of the com- 
mittee members, the scope of their 
mission, the support which they receive 
from the apex of the hierachy, and 
their modus operandi. The misuse, 
disuse or abuse of committees should 
not be construed as evidence to discredit 
their basic concepts. To quote Estill 
Green again, “committees are here to 
stay. We can’t do without them, and 
we can’t do with them all that we might 
wish. Let us make the best of them.” 


VOUCHER & PAYROLL 
MAGNETIC INK 
ENCODED CHECKS 


SEND YOUR COPY FOR 
PROMPT QUOTATION 





The Carbon Business Forms Co. 
880 East 72nd St. Cleveland 3, Ohio 
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Paper Cutters, Drills 


Aid Office Duplicating 


M ANY DUPLICATING 


ments have installed paper cut- 
ters and paper drills to do work for- 
The resultant 
savings often pay for this new equip- 


merly performed outside. 


ment in a relatively short time. 


A paper cutter serves two functions. 
One is cutting stock needed for a spe- 
cific job from standard sheet sizes. T 


and 
been run, 


other is cutting trimming 


after they have 


though paper makers are 


as 844” x 11” 
types, 


sizes such 


14”, other sizes, colors 


grades of paper are still available only 


in larger sizes such as 17” x 22” ¢ 
19” x 24”, 


sheet widths up to 19”, 23” 








A Challenge 
operated paper cutter. 


Champion model 
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depart- | 


either jobs 
that are printed more than one up or 
work containing bleed illustrations. Al- 
supplying 
commonly used bonds and ledgers in 
and 84%” x 


Having a cutter handle 
or even 
30”, enables ordering stock in stand- 


power 


| 
| 
| 
| 


po---- o-oo 


FILE THIS, MISS JONES, 





Well, that’s what it amounts to when you 
entrust valuable papers to a non 

insulated file. If a fire comes, that file 
functions like a furnace. So never, never keep 
your vital records—your irreplaceable 
records—in a non-insulated file. Keep them 
in a Meilink-built Hercules® insulated 

file carrying the Underwriters’ Laboratories 
fire-resistiveness 
Then sleep like a baby nights. At 

your Meilink dealer or write Meilink Steel 
Safe Company, Oakwood and Clinton, 
Toledo 7, Ohio 


label certifying to its 


with MeunK iti for Reops 





Most complete line of safes and insulated products 











Meilink Steel Safe Co. | 
1672 Oakwood Ave., Toledo 7, Ohio 

Please send me your folders on Meilink safes and | 

Hercules insulated steel files, | 

1 

| 

‘ 

Name — | 

1 

Company | 

t 

1 

Street Zone | 

I 

City ——— State ee 
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Michael 
Lith’s _ Tri- 
umph Jr. is 
a low-cost, 
manual pa- 
per cutter. 





ard sizes and cutting it as needed, 
rather than paying a premium for hav- 
ing it cut to size. 

Buying standard sizes is also a flex- 
ible arrangement. You can cut addi- 
tional stock if it is needed. Frequently, 








| Gear Construction Numbering Machines 
Model 43 


Wheels engrav- 
ed with figures, 
letters, fractions, 
words, etc. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE CO 








ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
105 W. MADISON ST., CHICAGO 2, ILL 


BRANCH 
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AMERICAN SPEED SET 











what is trimmed off, and would other- 
wise be wasted, can be saved and used 
for other jobs. Since paper accounts 
for possibly 50% of the cost of the 
average duplicating job, any saving in 
paper costs will be worth while. 

Equally important is the ability to cut 
apart and trim jobs after they are run. 
This enables you to run many small 
forms, several up on a sheet, for easier 
sheet feeding and a saving in running 
time. 

A number of different sizes and types 
of paper cutters, suited to duplicator 
operations, are available today, from 
small hand lever-operated 834” trim- 
mers up to 3042” or larger, power op- 
erated models. Choosing the one best 
suited to your needs depends on sev- 
eral factors: the amount of cutting 





ZIP-O-RITER 


Addresses Directly 


from Card 





Writes 
Headings On 
Work Sheets 






» eee ~~ Accounting & 

Qe 4 

QS Tabulating 
Forms 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 





| Anyone can use the ZIP-O-RITER which prevents 


copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
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done, sizes of paper handled, personnel 
who will use the equipment (male or 
female) and, of course, available funds. 

Smaller cutters, from 834” to 14”, 
are used for trimming. If you want to 
cut paper to job sizes from standard 
stocks, a cutter with at least 18” of 
cutting width is needed since most stock 
purchased will be 17” x 22” or 1742” 
x 22%”. A 19%” cutter enables cut- 
ting these sizes and also 19” x 24” 
blotter stock. With a 23” or larger 
cutter, the smallest standard sizes of 
all stocks can be handled. 

Lever operated cutters come in sizes 
from 8%” to 30%” and heavier duty 
types very accurately cut up to 242” of 
stock at a time. Lever cutters are 
recommended where a limited amount 
of cutting is done. 

Power cutters come in sizes from 13” 
cutting width up to 3042” or larger. 
They differ mainly in the method of 
paper clamping. Lower cost power 
units have a hand operated clamp, usu- 
ally a wheel on top of the cutter. For 


a slightly higher investment, you can | 


have power operated clamping which 
usually reduces cutting time about 40% 


Paper drills, 
like this 
Challenge 
Model JF, 
speed hole 
**punching’’ 
and corner- 
ing opera- 
tions. 
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... fix it FAST 


WITH A - 





ELECTRIC 
ERASER 


PENCIL 
THIN 




















| 


No Slip Sheets Needed 
No smudge marks 
No erasure holes 


” 4 4 . 
14," tip erases a single letter or a 











whole line effortlessly. 
ERASES 
Offset Masters and most 
Duplicating Masters 


| 

| IDEAL for 

Secretary Biller 
Typist Draftsman 


Pays for itself in time saved and 
elimination of stationery, form, 
document and paper waste. 


OnLy SSRQVES 


For detailed information — write to 


METAL SPECIALTIES, INC. 
1971 N. CORNELL 
MELROSE PARK, ILLINOIS 
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finding and filing 
takes just 








with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both 
angled and magnified—takes only a 
glance to find the file you want. And 
Barkley Tabs are durable—stand up 
under constant use for years. The next 
time you make up your supply list... 
be sure to add Barkley Tab File Guides 
... at the top. 


At all leading stationers. 


C.L. BARKLEY & CO. 


1220 W. VAN BUREN ST. ¢ CHICAGO 7, ILL. 
For More Information Circle No. 318 





GELATIN ROLLS ANYONE? 


We are the largest distributor of Gela- 
tin Rolls in the country. We furnish 
any size Gelatin Roll to fit all types 
of duplicating machines. 


We recently have taken over the Gela- 
tin Roll accounts of Columbia Ribbon 
and Carbon Mfg. Co., Inc., of Glen 
Cove, N. Y. 

Ask for catalogues and discounts. 


BECK DUPLICATOR CO., INC. 


150 West 26th Street, New York 1, N. Y. 


For More Information Circle No. 319 
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and eliminates the labor of moving the 
clamp before and after each cut. 

Cutters in sizes for duplicator oper- 
ators may also have power operated 
back gauges and automatic spacers for 
use where much closely spaced, repeti- 
tive cutting is done, such as on checks, 
labels, coupons, etc. As each cut is 
made, the back gauge, which positions 
the paper automatically, moves the pile 
forward to the next cutting position. 

Paper cutters are relatively simple to 
operate. After a few minutes’ instruc- 
tion, the average person can do an ade- 
quate cutting job. Safety is important 
and all cutters require both hands on 
the controls, away from the knife, dur- 
ing the cutting operation. It is im- 
portant that safety practices be ob- 
served to prevent other personnel get- 
ting their hands in or near the cutting 
blade while it is in operation, 

It is a good idea to have the knife 
sharpened after each eight hours of ac- 
tual cutting. There are local sharpen- 





Chandler & Price automatic spacing pa- 
| per cutter for small forms and labels. 
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ing services in practically every area. 
If an extra knife is purchased, one can 
be sent out to be sharpened while the 
other is in use. 

Two accessories available on most 
makes of cutters are helpful for cer- 
tain operations. One is a false plate 
clamp for use when the normal clamp 
pressure tends to mark the stock. This 
fits on the bottom of the regular clamp 
plate to provide additional eta 
area. 

A split back gauge is helpful when 
a considerable amount of booklet trim- 
ming is done. This permits adjusting 
the backgauge so that three piles of 
various lengths can be cut at one time 
(to trim booklets at top, bottom and 
side). Split backgauges are normally 
available only for larger cutters, such 
as 26%” and 30%”. 


NOW AVAILABLE _ 








N. Sippel, reproduction department man- 
ager, Gleason Works, Rochester, N. Y., 
using a Lassco Spinnit paper drill on cata- 
log pages. 


If work involves sheets for loose- 
leaf binders, paper drilling is faster and 
easier than punching. Much larger 
piles of paper can be handled. For ex- 
ample, a paper drill will put a hole 


INVISI -STITCH 









means 
wo STITCH PATTERN 
nO INK CLOGGED STITCHES 
no ABRASION-SPLIT SEAMS 
WO DIAMETER SPOILING SEAM BUM 


WRITE FOR NAME OF LOCAL DEALER 





ROLL-0-GRAPHIC CORP. 133 PRINCE ST., N 


the ‘‘Hidden Seam’ moileton 


FOR WATER FORMS ON ALL 





| *OFFSET DUPLICATING | PRESSES 





combined with 


MOL’s 


LY.>. 





“FORMERLY AVAILABLE FOR 


For More Information Circle No. 359 
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NEW MODERN 
VISUAL CONTROL 
FOR GREATER 
EFFICIENCY, PROFIT! 


MOVICHART 
graphic chart systems 












LT STANTON RY i HENS He a 
LOOK AT THE FACTS— 
NOT FOR THEM! 





J 
e ¥ e Stock Control 
Vivid, Casy e Sales Targets and 
to-read Achievements 
* e Progress Chart 
© Quick, easy tO Fe incentive charts 
maintain e Machine Loading 
e Budget Control 
e Durable, non- e Staff Location and 
breakabl Organization 
e ° pe mel and Machine 
. aintenance 
plastic parts e Production Planning 
e Attractive * Safety Record 
| e Quality Control 
s 


plus many more! 





Movichart pictures facts as they are and 
warns in advance of trends that may re- 
quire your action, provides the information 
you need in time to make right decisions. 
The easiest, quickest to use, and most 
attractive system available today. 


FREE DETAILS ON REQUEST 


ine MARKING PRODUCTS 


434 S. Wabash Ave., Dept. O « Chicago 5, Ill. 
LETT RELIC = 3. EEA NCO 














For More Information Circle No. 247 
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through 2” of stock in seconds. Paper 
drills are generally of two types: light 
duty models taking 1” of stock at a 
time, and heavier duty units taking 2” 


at a time. Most drilling machines can 
be equipped with attachments to slit, 
slot or round corner the sheets. In ad- 
dition, models are available which 
drill and slot in one operation, han- 
dling special cut-outs. An inexpensive 
three-spindle machine drills three holes 
in one operation. 





Why ATF Entered 
Office Offset Field 


F THE VARIOUS in-plant repro- 

duction processes, offset dupli- 
cating has made dynamic growth. As 
evidence, more than 100,000 offset units 
are reported in use by company oper- 
ated reproduction departments. Com- 
panies serving the offset duplicating 
field have kept pace with demand; ma- 
jor manufacturers have quadrupled 
since World War II. One of the latest 
entrants to the field is American Type 
Founders, a major graphic arts manu- 
facturer for more than 60 years, with 
establishment of its Business Equipment 
Division. The three other ATF divi- 
sions — General Printing Equipment, 
Web Offset and Type — complement, 
and at the same time constitute “bed- 


| rock” for, the new division. 


ATF’s decision to enter the business 


| equipment field was stimulated by the 


conviction that duplicating departments 
need quality and high production po- 
tentials. According to Edward G. Kost, 
sales supervisor of the new division, 
“The tremendous growth of paper 


THe Orrice—September, 1961 





processing and duplicating among gen- 
eral business firms has created a need 
for equipment noted for quality and 
stamina. ATF, with its extensive ex- 
perience in all phases of printing and 
manufacture of printing equipment, will 
make a significant contribution toward 
fulfilling the need for both.” 

Nucleus of the ATF line is the Chief 
15 Offset Duplicator. Combining the 
economy and simplicity of a duplicator 
with the fine reproduction quality of a 
printing press, the Chief 15 handles vir- 
tually every office duplicating require- 
ment in a range of sheet sizes from 
3” x 5” to 11” x 15”. Its ease of opera- 
tion is coupled with a capacity to handle 
quality work at high speeds. Register 
control devices allow it to be run at 
speeds above those normally expected 
for quality re reproduction work; _and a 


















































er | 
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ten-position speed control lets the op- 
erator choose the right printing speed 
from 3400 to 7200 impressions an hour. 

To save set-up and running time, ali 
operating controls on the Chief 15 are 
on the operator’s side. Every normal 
operating adjustment can be made 
quickly and simply by turning vernier 
wheels and thumbscrews. For instance, 








Mag Ways BSL] 


For More Information Circle No. 317 


NEW QUALITY BALL PEN! 





Writes thru warm, sticky perspira- 
tion—no a day money back 
guarantee. edium point, Blue ink 
only. Special “Grippit” ball point 
jumbo size cartridge with Formulabs® 
pre-tested quality ink. Retail 98c. Send 
75c for sample Prest-O-Rite pen. Quan- 
tity rates available. 


GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 
For N More Information Circle No. 316 
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TYM-an-DATER 





P\ejsey Vile 


a NY PV 


e DEPENDABLE 
e ACCURATE 
e FAST 


Exclusive, Geneva-geared drive for accurate 





time wheel placement. Heavy cast iron frame 
and case for utmost stability. Heavy duty 
Feather-touch, 
switch for the lightest paper.—Assure you the 


Telechron motor. internal trip 
finest, fully automatic time stamp. Available 


with® or without visible indicating clock. 


THE 


Cincinnali 
Ake 


= TIME RECORDER CO. 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 
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a single vernier control on each cylinder 
adjusts tension on plates and blankets; 
and a single control allows side guides, 
tapes and paper guides to be moved 
simultaneously while the duplicator is 
running. The Chief 15 requires only 
one lever to control both water and 
ink form rollers. To stop or start the 
feeder conveniently, operator has three 
control positions: at the normal oper- 
ating position, at the feeder and at the 
delivery end. Less than a minute is 
needed to change the presensitized and 
direct image plates for which the du- 
plicator was designed. 

The recently introduced ATF 1015 5 
Offset Duplicator is compact and 
smartly designed to handle a 10” x 15” 
sheet and produce a 9%4”x 132” 
image. The 1015’s features include 
friction feeding, chute delivery and 


The ATF Chief 15 offset duplicator. 
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TOP QUALITY NYLON 


TYPEWRITER RIBBONS 


Attractively packaged in handsome, re- 
usable plastic boxes. Appealingly low 
priced to guarantee a ready market and 
continuous repeat business with good 
profits. 


DISTRIBUTORS WANTED IN U. S. 
Write today for sample and profitable offer. 


Ets. L. DELPLANQUE—GUYENNE 


197 Ave. Pasteur, Bagnolet (Seine), France 
For More Information Circle No. 269 


Use the New 
DIA-PLAN 
Planning 
Chart 


For Production Control, Inventory 
Levels, Sales Quotas, Accounting, Per- 
sonnel, Machine Loading, Classroom 
Grading, Etc. 

Control wheels move 28 white and colored 
plastic tapes up and down (or from left to 
right) over graph sheet in 22” x 24” ano- 
dized aluminum frame. Graph sheet, col- 
umn labels, and tapes are easily and 
quickly changed. Every business will find 
many uses for DIA-PLAN planning charts 
which anyone can keep up-to-the-minute in 
less time. Write for illustrated literature. 


SCAN-AM CO. 


4108 Crystal Lake Road, McHenry, Ill. 








For More Information Circle No. 270 
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ALL-NEW TYPEWRITER 


SLIDE-A-SHELF 
f 7 

mae 
and 

electric 

machines 


Converts any 
desk (wood 
or steel) 
into a secre- 
tarial desk. 

¢ Does not 
eliminate 
drawer 
space—all 
drawers 
usable. 

e 3” casters for easy rolling—w 

e Height is adjustable—folds up for easy storage. 

Sturdy, dependable for electric machines. Top size 

16” x 26”. Masonite, rubber or Formica tops. Gray, 

Tan, and Mist Green frames. Packed single, can be 

mailed parcel post. Weight 11 Ibs. 

manufactured and guaranteed by 


|e Par: Pan i WP 0 CD DD 5 ae OF OF 
822-824 Spruce St. a St. Louis 2, Mo. 


Write for our new, free, full-color brochure covering 
the entire HASCO line of Office Machine Stands. 
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RITE-LINE copyrnoiper 


e SAVES EYESTRAIN e TAKES COPY UP TO 20° 
e PROMOTES ACCURACY ¢ HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION e¢FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


RITE-LINE-CORPORATION 
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The most helpful 


new systems book in years! 


THE PLAYSCRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 
by Leslie Matthies* 


Playscript is an effective new technique on how to write better 


procedures. 

Nearly all systems research has revealed procedure studies 
and writing as the most stubborn problem in the field. This 
book enables the systems man to solve that problem successfully. 




















Here are just a few Playscript advantages: 


easy to write © shows up empire-bullding 

no gobbledegook forces cleancut decisions 
time-saving provides base for orderly procedures 
compels logical thinking reveals related tasks 

shows who does what at a glance flexible & adaptable to any project 
focuses on work, not verbiage taps enthusiasm of colleagues 
spotlights useless & duplicate efforts encourages participation of workers 


Net result of Playscript is better procedures and a marked improvement 
in systems efficiency. 











@ Anyone with a communications problem within an organiza- 
tion will find THE PLAYSCRIPT PROCEDURE invaluable. 

@ All company libraries should have it. 

@ Every systems and methods man in America should own a. 


copy. 
* ORDER TODAY! 4 
183 pages $5.95 


* One of the nation’s foremest authorities on systems and procedures, Currently Director of 
Foundation for Administrative Research and editor of newsletter ‘‘Systemation’’, Winner of 
Systems Man of the Year award 1958. Widely regarded as dean of systems men. 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 


Please send me .......... copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, 
postpaid. (] / enclose remittance. (1) Send invoice. 
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3400-7200 impressions per hour. All 
controls are within easy reach of the 
operator. When the number of sheets 
in feeder falls to a predetermined level, 
feed table drops automatically for fast, 
easy reloading. An accessory attach- 
ment is available to feed tab cards and 
other small stock. No tools are re- 
quired for normal operating adjust- 
ments: e.g., attachment of plates and 
blankets is accomplished by simple 
finger-tip controls. Free access is pro- 
vided to all cylinders, and a built-in 
plate cylinder adjustment allows the 
image on a sheet to be raised or low- 
ered as desired. One handle controls 
application of both dampening and ink 
form rollers to the plate, in proper se- 
quence at all times. Pressures between 
blanket and impression cylinders are 


automatically adjusted for varying stock 
weights. 

Seven tumbler grippers on the im- 
pression cylinder and six delivery grip- 
pers on the transfer cylinder provide 
sheet control through entire duplicating 
cycle. Delivery grippers adjust auto- 
matically to all sizes and weights of 
paper. For durability and precision, 
the heavy-duty, plated cylinders and 
form rollers ride in tapered roller bear- 
ings and ball-bearing mountings, re- 
spectively. 

Various makes of process cameras, 
platemakers, paper cutters and allied 
equipment and supplies are also dis- 
tributed by ATF. All together, the di- 
vision’s product line represents the 
needs of the complete offset reproduc- 
tion department. 





DO YOU HAVE MANY ADDRESS CHANGES? 


USE VISI-REE ADDRESS BOOK SETS 
TO SAVE ‘TIME AND EFFORT’ 
When you use a Visi-Ref Address Book Set to keep a 
record of your addresses, you will find that changing an 
address is a simple matter of typing up a new form and 
replacing the old incorrect address. No need to re-type a 
full page of addresses to incorporate the new one. With 
Visi-Ref they are always in proper sequence. Three sizés 
iddress Book Set available. Write today for catalog and details to Dept O. 








RECORDPLATE CO. 130N. Fair Oaks Ave. Pasadena, Calif. 
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MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 


AUNDERS 


MFG. CO., INC. 


BUSINESS FORMS 





SEND FOR 


P. O. Box 243, Winthrop, Maine NEW CATALOG 


LIGHTWEIGHT WEATHERPROOF 











For More Information Circle No. 280 
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LOMA’s Annual Conference 


Virtually every facet of the operation 
of a life insurance company’s home office 
wiil be examined during technical sessions 
at the Life Office Management Assn. 38th 
annual conference, Sept. 25-27, at the 
Shoreham Hotel, Washington, D. C. On 
Sept. 25, the association’s Personnel Ad- 
ministration Committee and Eastern, Mid- 
Central, North Central, and Southern 
Planning Committees will conduct con- 
current sessions. The four planning com- 
mittees will hold a total of seven sessions. 
On Sept. 26, the Group Administration, 
Debit, Cost and Organization Committees 
will present their concurrent sessions. Two 
informal discussion sessions will be held 
during the late afternoon. Chairmen of 
the association’s two Automation Com- 
mittees and their members will be on 
hand to answer questions from the floor. 
There also will be a discussion session of 
the LOMA Institute program. 


Data Standards Committee 


Approval of a technical committee to 
develop international standards for elec- 
trical characteristics of digital computers 
and data processing machines, with the 
secretariat awarded to the U.S., will have 
its first organizational meeting in London 
in November. The committee, IEC Tech- 
nical Committee 53, is charged with stand- 
ards work relating to graphical symbols, 
input-output media involving magnetic 
tape and the levels of current, voltage and 
impedance for data transmission. To avoid 
duplication of standards work conducted 
by the IEC through technical committee 
53 and the International Organization for 
Standardization (ISO) through Technical 
Committee 97 which is concerned prin- 


314 


cipally with non-electrical matters relating 
to computers and information processing. 
IEC authorized formation of a coordinat- 
ing committee that will review all com- 
mittee activity. 


New $1.15 Minimum Wage 


Employees currently protected by the 
national Wage & Hour Law are now due 
a minimum of $1.15 per hour, as the re- 
sult of recent amendments passed by Con- 
gress. The new rate goes into effect Sept. 
3. Time and one-half will continue to be 
due them after 40 hours. The minimum 
wage rate will rise to $1.25 per hour be- 
ginning Sept. 3, 1963. Employees newly 
covered include those in retail and serv- 
ice, local transit or other enterprises with 
gross annual volume or sales of a least 
$1 million; employees in construction 
enterprises doing a gross annual business 
of at least $350,000; employees of gasoline 
stations which have a gross annual volume 
of sales of at least $250,000. For these 
the minimum wage is $1 per hour begin- 
ning Sept. 3, 1961; $1.15 per hour from 
Sept. 3, 1964, and $1.25 per hour, Sept. 
3, 1965. No overtime is required until 
Sept. 3, 1963 when it will be after 44 
hours; Sept. 3, 1964, it will be after 42 
hours, and Sept. 3, 1965, after 40 hours. 


Legal Forums on Computers 


Two forums on Legal and Practical 
Questions Raised by Computer Use will be 
held at the Pick-Congress Hotel, Chicago, 
Oct. 19-21 and at the Statler-Hilton Hotel, 
Los Angeles, Dec. 14-16, sponsored by 
American Law Institute and American 
Bar Assn. Information from John E. 
Mulder, 133 South 36th St., Philadelphia 4. 
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Count on Faultless Loose-leaf Are you getting these advantages? 


Binders to give you features that Specify Faultless and be sure! 


are truly advanced... Features 
purposely designed to add to your FAULTLESg 
{ personal efficiency... Features 


that make even the most routine STATIONERS LOOSE LEAF COMPANY 


f : 246 East Chicago St. 114-116 East 13th St. 
operations go easier and faster. Milwaukee, Wis. New York, N.Y. 


For More Information Circle No. 221 











The Boss Meets Plastisol! F-100 


New Columbia Plastic Coated Copy Film 


OU'LL be enthusiastic, too, once aged in new patented Carbnpad—100 
you've seen new Plastisol F-100 copy sheets to the pad « Easier to use, easier 


film outwear and outperform even the to store—in every desk drawer « Try it! 
finest carbon papers! : 












FREE DEMONSTRATION — 
Write either Columbia Ribbon 
& Carbon Mfg. Co., Inc., 116 
Herb Hill Road, Glen Cove, 
N. Y. or Columbia Ribbon & 
Carbon Pacific, Inc., Duarte, 


Plastisol F-100 outwears car- 
bon tissue by 3 to 5 times « Re- 
inks immediately * Produces 
permanent, smudge-free copy 
with complete uniformity « 
Doesn't dog-ear, tree, curl, q 


wrinkle or pin hole * Pack- Calif. No obligation, of course. 





For More Information Circle No. 445 
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Communications Conference 


National Office Management Assn. an- 
nounced plans for a communications con- 
ference in Philadelphia, Oct. 9-11. Author- 
ities will present papers and lead forums 
and technical sessions in every field of 
business communications. Each day will 
be devoted to a specific area, including de- 
partmental responsibilities for communica- 
tions; collection of information; develop- 
ment of communication techniques and 
equipment; personnel skills of the indi- 
vidual both in the written and oral areas. 
Two seminars will be held, as well as an 
all-day management game. 


ADAPSO Re-elects Officers 

The Assn. of Data Processing Service 
Organizations re-elected all of its officers: 
Romuald Slimak, manager, Univac Service 
Centers, New York, president; Z. V. Za- 
karian, manager, RCA New York Elec- 
tronic Systems Center, vice president; C. 
G. Green, president, Statistical Reporting 
& Tabulating Ltd., Toronto, treasurer. Di- 
rectors are: Nat Colker, vice president, 
Accounting Corp. of America, San Diego; 
H. W. Robinson, president, C-E-I-R, Inc., 
Arlington, Va.; J. W. McDonald, vice 
president, Recording & Statistical Corp., 
New York; L. J. Cooke, president, Work- 
man Tabulating Service, Inc., Minneapolis; 
G. M. Witherspoon, manager, NCR 390 
Data Processing Centers, Dayton; H. J. 
Leedham, president, Data Processing 
Corp., Baltimore; William Levy, president, 
Nationwide Tabulating Corp., Hempstead, 
N. Y. W. H. Evans, Abington, Pa., ex- 
ecutive vice president, announced a west 
coast management symposium at the Am- 
bassador Hotel, Los Angeles, Oct. 16. 


Survey of Older Workers 


Odds are about two-to-one that older 
office workers are equal or superior to 
younger employees in many areas, accord- 
ing to a report, “The Effectiveness of 
Older Office and Managerial Personnel” 
in the Business Management Aids Bulle- 
tin, BMA 10, of the Bureau of Business 
Management, University of Illinois, Ur- 
bana. The study consisted of 1025 office 
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and managerial employees age 60 and 
older in 20 companies. Actual odds re- 
flected in the tests show that older em- 
ployees rate 93-to-50 in absenteeism, 93- 
to-50 in getting along with others, 90-to- 
50 in judgment, 94-to-50 in dependability, 
95-to-50 in quality of work, and 78-to-50 
in volume of work. Of the 20 cooperating 
firms, 18 have retirement pension plans 
covering all employees but only 12 require 
all employees to retire at 65. 


Western Systems Meeting 


The Sth Electronic Business Systems 
Conference will be held at Lafayette 
Hotel, Long Beach, Calif., Oct. 25-27. 
Theme of the conference is “Management 
Tools for Decision.” Seminars have been 
set up in three categories: management 
topics, tools topics and decision topics. The 
conference is sponsored by the western 
chapters of National Machine Accountants 
Assn. 


Secretaries President 


Ruth Gallinot, Chicago, was elected 
president of National Secretaries Assn. at 
the annual convention in Los Angeles. 
Miss Gallinot is secretary to Herb Karoll, 
president, Karoll’s Inc. and Denton Sleep- 
ing Garment Mills, Inc., Chicago. 





Sue Russell, Minneapolis (left), was named 
International Secretary of the Year at the 
annual convention of the National Sec- 
retaries Assn. She is congratulated by 
Martha Mihalik, Pittsburgh, 1960 Secre- 
tary of the Year (center) and Evelyn G. 
Day, outgoing NSA president (right). 
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ARMA Conference 


“Ideas for Paperwork Management” is 
the topic of the national American Rec- 
ords Management Assn. conference, Oct. 
9-10, at the Statler-Hilton Hotel, Los An- 
geles. The program includes general ses- 
sions presentations, a panel discussion on 
vital records protection and a series of 
seminars. The annual business meeting will 
be held Oct. 9, when new officers will be 
named. The incoming president will pre- 
side at the annual banquet, Oct. 10. 


EDP Equipment Leasing 


Small and medium sized banks, more 
than any other industry, will need elec- 
tronic data processing equipment to grow 
and prosper during the next ten years, re- 
ports Vincent J. Barry, vice president, 
American Industrial Leasing Co., 488 
Madison Ave., New York 22. Since equip- 
ment is expensive, banks have three alter- 
natives, he points out: they might join or 
form independent subsidiaries to use mu- 


SYMBOL OF THE WORLD'S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 








DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 263 


tually owned EDP units; they might rent 
time on a unit owned by an independent 
service group; they might lease equipment 
in their own banks. Equipment leasing has 
received the blessing of the Internal Reve- 
nue Service in IRS Ruling 60-122, Apr. 4, 
1960. Leasing conserves working capital, 
generates profit from both equipment and 
conserved capital, conserves credit and im- 
proves balance sheet liquidity, and rations 
and generates greater cash flow. Many 
EDP equipment leases are for five years 
with an option for an additional five. Ini- 
tial down payment of 10% is usually re- 
quired. 


Five NABAC Promotions 


Five promotions of Chicago headquar- 
ters staff members at the Assn. for Bank 
Audit, Control & Operation were an- 
nounced. Henry Steele was named ad- 
ministrative assistant to the executive 
director. Frank McCabe was made edi- 
tor of “Auditgram,” NABAC’s monthly 





HORDER'’S, INC. CARPENTER PAPER CO. 

Horder Building Omaha 2, Nebraska 
Jackson Blvd. at Jefferson Fort Worth, Texas 

Chicago 6, Ill. Houston, Texas 
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magazine, and continues as director of the 
editorial division. Named assistant direc- 
tor of NABAC Research Institute was 
Harold F. Roach. William H. Schmitz 
was made assistant director of the organ- 


ization division. Appointed assistant 
editor of “Auditgram” was Richard H. 
Torp. 


R & D Institute 


The 7th Institute on Research & De- 
velopment Administration will be held at 
American University, Washington, D. C., 
Oct. 16-20, to report and evaluate current 
thinking and methods for achieving maxi- 
mum productivity from the basic research 
scientists. Scientists and management per- 
sonnel from government, business and in- 
dustry are eligible to enroll. 


Temporary Help Group 

Associated Office Services, an organiza- 
tion of independent suppliers of temporary 
office help services, has been formed with 
J. D. Ballou, Cincinnati, president; J. L. 
Swisher, Louisville, vice president and 
Allistair Skinner, Hamilton, Ont., treas- 
urer. For the present, membership is re- 
stricted to one independent in each metro- 
politan area. A management clinic, the 
third to be scheduled by the group, will be 
held in New York, Nov. 3-4. Other firms 
desiring affiliation or information concern- 
ing the clinic, may contact W. H. Evans, 
executive vice president, 1000 Highland 
Ave., Abington, Pa. 


IFIP Congress in 1962 


The second international congress on 
information processing will be held in 
Munich, Germany, Aug. 27-Sept. 1, 1962, 
sponsored by the International Federa- 
tion of Information Processing Societies 
(IFIPS). The U. S. member of IFIPS is 
AFIPS, formed from the Joint Computer 
Committee established ten years ago by 
American Institute of Electrical ae 
neers, Institute of Radio Engineers and 
Assn. for Computing Machinery. Dr. E 
L. Harder is chairman of the Committee 
for U. S. Participation which includes 
Isaac L. Auerbach, president of IFIPS; 
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Order from your dealer, printer or stationer. Ask for FREE 
Transkrit Specimen Portfolio — chock-full of ideas, 
samples, including magnetic ink encoded checks. 
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704 Broadway, New York 3, N. Y. + GR 7-6700 
633 Plymouth Ct., Chicago 5, Ill. + HA 7-0247 
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new Col-A-Tron. Write for 
illustrated circulars. 
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Associated Industrial Designers 
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Ask Sure-Rite! Every month, one or 
more new product ideas—plus 

over 750 best-selling items in the big 
Sure-Rite catalog. Write today. 
’ Learn what's new for you in profits! 


American Stencil Mfg. Co. 


If it’s new, Sure-Rite has it! 
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FRANKLIN MAGNIFIER 


The only unbreakable magnifier that 
gives you perfect focus... while lying 
flat on the page. 

Leaves your hands free! $1.98 


Magnifies up to 5 lines at once! 
FRANKLIN MAGNIFIER 
1133 Broadway, New York 10, N. Y. 
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PRINTS HUNDREDS OF COPIES 
QUICKLY — AUTOMATICALLY! 


Just load ordinary paper on the feed table . . . 
the Heyer Conqueror feeds, prints, counts, 
stacks 110 copies per minute for pennies per 
run. Prints 1 to 5 colors at one time on thin 
papers, cards, even newsprint, sizes 3 x 5 to 
9 x 15 in. Duplicator manufacturers since 
1903, Heyer has developed many important 
features others can’t match. Nationwide sales 
and service by 1247 authorized dealers. Fully 
Automatic Electric Model $299.50, Hand Op- 
erated Model $214.50, plus tax. HEYER INCc., 
1850 S. Kostner Ave., Chicago 23, III. 


FREE! memo Pad with your name on 
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Dr. Alston S. Householder, Dr. Walter F. 
Bauer, Dr. D. L. Thomsen Jr., in charge 
of U. S. exhibits; Dr. Werner Buchholz, 
and Charles W. Adams. For more infor- 
mation, write Charles W. Adams, 142 
Great Road, Bedford, Mass. 


Magnetic Ink for Utility 


Dayton Power & Light Co. will be the 
first utility to use magnetic imprinting on 
customer bills. Among data processing to 
be performed at its new center will be 
revenue accounting, general accounting 
and engineering studies. A million-dollar 
electronic system will be built around two 
NCR 315 computers manufactured by Na 
tional Cash Register Co. James M. Stuart, 
Dayton president, said, “Virtually all our 
procedures will be speeded up and per- 
formed more efficiently when the center is 
in operation. This includes calculation of 
bills for more than 525,000 electric and 
gas meters throughout west central Ohio.” 


C-E-I-R Names McGlinchy 

James F. McGlinchy was appointed di- 
rector of advertising and public relations 
of C-E-I-R, Inc., international statistical 
and electronic data processing company, it 
was announced by Dr. Herbert W. Rob- 
inson, president. Mr. McGlinchy will 
maintain an office in the corporation’s data 
processing center at 270 Park Ave., New 
York. He was formerly publications man- 
ager of General Dynamics Corp. 
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Why a Brokerage Office Uses 


Automatic Calculators 


HE VOLUME OF BONDS traded 

daily by New York’s -brokerage 
firms creates a need for almost con- 
tinuous calculating of principal, interest, 
taxes and other items involved in the 
resale of bonds. Increases in business 
have caused some brokerage firms to 
seek speedier ways to meet their cur- 
rent needs. Salomon Bros. & Hutzler, 
New York Stock Exchange members, 
decided to take a look at their pur- 


chasing and sales departments’ oper- 
ations. Under direction of C. J. Gaert- 
ner, partner; C. Warren, controiler; 
J. W. Brown, manager, and J. B. Foley, 
supervisor, a study was made of the 
figure work in this area. Since they 
knew that the staff of machine operators 
had years of experience with existing 
systems, they were reluctant to change 
to a new system or equipment without 
having proved that system in terms of 





hh OW TYPING that looks 
e like PRINTING — 


at a fraction of the cost! 


Inexpensive Typewriter Composition That 


Looks Like Expensive Typeset Printed Matter 












Your “‘copy’’ CAN Look Like This Your “‘copy’’ Now Looks Like This 
Now - your typewriter is more useful Now - your typewriter is more useful 
than ever Anything that is now set than ever. Anything that is now set 
ip in type can be well reproduced wit up fn type can be well reproduced with 
typewriter composition, and JUSTIFIED typewriter composition, and JUSTIFIED 

that regular type-set printing is so that regular type-set printing is 
simulated. Regardle of the proces simulated. Regardless of the process 
f reproduction -- whether for a daily of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or a simple offset, mimeographed, or 





hektographed lletin, the Marginator 
now offers you composition at greater 


savings than ever before possible. The 


two columns shown are IDENTICAI two columns shown are IDENTICAL 
Compare them and see 


line for line. Compare them and see ine for line 
how perfectly the MARGINATOR evens 


p the right-hand margin. 


hektographed bulletin, the Marginato 
now offers you composition at greater 
savings than ever before possible. The 


how perfectly the MARGINATOR evens 
uy the right-hand margin. 






Write for Free Illustrated Folder 


MARGINATOR COMPANY, 


1121 W. Magnolia Ave., Burbank, Calif. 
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FYBR CLASS FRASER 


. and no wonder, for a light 
touch removes a single letter 
or a word—quickly and neatly 
—without carbon shield. Beauti- 
ful lifetime plastic case reloads 
with long-lasting FybRglass Re- 
fills (2 for 25c) in 15 seconds. 
Satisfaction guaranteed. Over 
two million in use. 


Order from your dealer 
or send 50c and dealer’s name 


The Eraser Co., Inc. 
1068 S. Clinton St., 
Syracuse 4, N. Y. 


For More Information Circle No. 240 


THe Orrice—September, 1961 














their own operations. Any breakdown | 
in day-to-day procedures would be too | 


costly. Management called in Monroe 
Calculating Machine Co. to work with 
the department, analyze the operations 
and make recommendations, Existing 
methods and workloads were examined 
and studies made of the calculating re- 
quirements that would enable the de- 
partment to handle an ever-increasing 
volume with automatic equipment, 





One of the Monroe automatic duplex cal- ' 


culators used in the purchasing and sales 
departments of Salomon Bros. & Hutzler, 
New York. 


The study showed that the Monroe 
automatic duplex calculator would 
speed operations to the point where 
present and foreseeable demands could 
be easily met. Calculations of buy and 
sell reports would be simpler for the 
machine operator, as the figure work in- 
volved could be undertaken without 
continually clearing the machine. Dis- 
counts in bonds, a three-way multipli- 
cation, plus all simpler calculations 
requiring fast processing, could be 
handled by the same machine. 


Convinced that duplex calculators 
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ol \ Season's 
Greeting 4 






Dear Jim: 
Do it the “BUSINESS-LIKE” way 
with @ «ee. 
GOES HOLIDAY LETTERHEAD. 

Every year ... for many years 
our company has used 

GOES HOLIDAY LETTERHEADS 

at the end-of-the-year for ... 
four reasons. 

1... A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is the FRIENDLIEST way we know 
to wish all our friends the 

very best. 

2..- A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is just about the LEAST 
EXPENSIVE ... yet MOST EFFECTIVE 
way we've found to do this im- 
portant goodwill building job. 
S..- A letter ..-. on a 

GOES HOLIDAY LETTERHEAD 

is truly a thing of BEAUTY. 

4 or 5 colors. Usually 

with the added eye-appeal of 
gold. We always get harmonizing 
envelopes to go with our 
selection made from 

58 DELIGHTFUL HOLIDAY DESIGNS. 
4... Our printer ... and, I am 
sure, your printer has samples 
of the new 

1961 GOES HOLIDAY LETTERHEAD LINE. 
He will be glad to show them 

to you. 


Call him today. Rul 
Cordially, — 


P.S. Attention Printer: ver 
If you have not already receive 
your 1961 GOES HOLIDAY LETTERHEAD 
samples. They're FREE. Send 
request on your letterhead. 


LITHOGRAPHING Co. 


42 WEST 6lst STREET, CHICAGO 21, ILL. 
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ATTENTION OFFICE EQUIPMENT MANUFACTURERS 
Advertise to | 








markets 


Office. 





uipment 
xporter 


Every autumn OFFICE EQUIPMENT EXPORTER is enthusiastically 
received and acted upon by office equipment importers and 
dealers. These 76 countries buy both high and low priced 
items. Get a share of this business by advertising in the 
forthcoming 1961 edition. (Circulation over 10,000.) Write 
today for rates. 
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Alaska Germany Lebanon Puerto Rico 
Algeria Ghana Liberia iam 

Arabia Gibraltar Libya South Sea Islands 
Australia Great Britain & Luxembourg Southern Rhodesia 
Austria Northern treland Madagascar Sudan 

Belgium Greece Madeira Island Surinam 
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Fintand Israel Norway Yugoslavia 
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OFFICE PUBLICATIONS, INC. 232 madison Ave., New York 16, N. Y. 
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would do the job, management set up 
seven in the purchasing and sales de- 
partments. Within the first two months, 
the results of the study proved accurate: 
more figures were processed in less 
time. Since then additional machines 
have been installed so that Salomon 
Bros. & Hutzler now uses ten. 

Is now possible to process more than 
one calculating operation in one han- 
dling of the machine. This is a particu- 
larly important time-saving benefit be- 
cause to figure the resale of bonds or 
establish bond basis is a step-by-step 
procedure, requiring several different 
kinds of calculations. In the resale of 
bonds, for example, the operator uses 
the calculator to multiply the number 
of bonds by the price to get the prin- 
cipal, then multiplies the number of 








Perf Pick 


THE PERFECT PAPER PICKER 


Apply Perfe-Pick to your fingertips and see how 
fast, fast you handle sorting of papers now! Perfe- 
Pick coats your fingertips with a greaseless, stain- 
less, transparent film that lets you pick and sort 
papers at a faster clip than ever before. One 
application is long lasting and is easily rinsed off. 


bonds by the interest rate, and totals 
these two amounts to get an end figure 
—all without clearing the machine or 
re-entering figures. 

In another machine operation, the 
number of bonds is multiplied by the 
commission rate and substracted from 
the first total; the number of bonds is 
then multiplied by the federal tax, and 
this is substracted from the first total; 
then the number of bonds is multiplied 
by the registration fee, with this figure 
substracted from the first total—all in 
one continuous operation. All these 
factors can be multiplied without copy- 
ing intermediate answers. As multipli- 
cations are performed, the products 
automatically accumulate and results of 
each individual problem appear in a 
different dial. 


ONLY 


50¢: 


EACH 


at your stationers, or write PERFECOPY COMPANY, La Grange, Illinois 
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Furnished in continuous perforated form like theatre tickets. Precision 
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individual cards. 
already in your hand, Can't get out of order. Work flows faster and 
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free samples of Quik-Kards. Write Addressing Machine Co. of Calif., 
667 Mission St., San Francisco 5, Calif., YUkon 2-2130. 


No need to pick up the next card, It is 
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OEMI Changes Name; Moves 


The 50-member trade association, Office 
Equipment Manufacturers Institute (OEMI) 
has officially become Business Equipment 
Manufacturers Assn. (BEMA) and moved 
its headquarters to the new Pfizer Build- 
ing, 235 East 42nd St., New York 17, 
according to Harry C. Anderson, president. 


Royal McBee Vice Presidents 


Election of Carl 
McKelvy as execu 
tive vice president 
of Royal McBee 
Corp. was an- 
nounced by Fortune 
Peter Ryan, presi- 
dent. He has been 
senior vice president 
responsible for pro- 
duction and re- 
search - and - devel- 
opment operations, and is a member of 
the board of directors. Mr. Ryan also 
announced that James E. Widman was 
elected vice president in charge of produc- 
tion. He had been assistant to Mr. Mc- 
Kelvy in manufacturing operations. In his 
new post, Mr. McKelvy fills a vacancy that 
has existed since Mr. Ryan moved from 
the executive vice presidency to succeed 
the late Philip M. Zenner as president 
last year. Royal McBee recently occupied 
its New corporate world headquarters at 
850 Third Ave., New York. The com- 
pany’s offices are on the 9th and 10th 
floors of the recently completed building. 
The move back to the city came after five 
years during which Royal McBee main- 
tained its offices in Westchester County. 





Carl McKelvy 
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Allied Acquires Gavrin Press 


Acquisition of Arthur J. Gavrin Press, 
Inc., New Rochelle, N. Y., and its af- 


filiated companies was announced by 
Allied Paper Corp. According to Arnold 
H. Maremont, Allied board chairman, 
Gavrin Press has a sales volume approxi- 
mating $5 million, and will be operated as 
an autonomous division. Both Arthur J. 
Gavrin, president, and David Gavrin, ex- 
ecutive vice president, will continue to 
manage the organization. This places 
Allied among the top four business forms 
producers in the country with an annual 
sales volume of approximately $23 million. 
Allied made its first purchase of a busi- 
ness forms manufacturing organization in 
1960, Gavrin is its seventh acquisition. 


Bruning Chairman, President 





Herbert F. Bruning Robert A. Munch 


Charles Bruning Co. announced the 
election of Herbert F. Bruning as chair- 
man of the board and Robert A. Munch 
as president and director. Mr. Bruning, 
former president, started as manager of 
the firm’s paper sensitizing department 
in Chicago in 1925. After serving as man- 
ager of the Chicago Bruning office in 1930, 
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LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (Italy) 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co., 159 N. Dearborn St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 Howard St. 

LOS ANGELES, Wholesale Business Machines, 7525 Beverly Bivd. 
HOUSTON, Adding Machines Distributing Co., 2223 Carolina St. 

DALLAS, Wholesale Office Machines Co., 2000 North Lamar St. 
LOUISVILLE, KY., Import Business Machines Co., 1503 Bardstown Road 
PUERTO RICO distributor: SAN JUAN, Real Hermanos Inc., Calle Tanca 250 
CANADA distributor: TORONTO, Nauta Bros., 5615 Danforth Ave. 
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IN SIGHT...IN SECONDS 
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he was appointed vice president in 1931. 
He became president in 1949. Mr. Munch, 
with Bruning 38 years, started as a sales- 
man in 1923. He was promoted to mid- 
west sales manager, corporate advertising 
manager, and branch manager of the San 
Francisco office. He was named admin- 
istrative vice president earlier .this year. 


Dorson Acquires Eclipse 


Ted M. Wroble, Dorson Corp., an- 
nounced that his firm has acquired all 
rights and interest in the Eclipse Time 
Stamp manufactured by A. D. Joslin Co., 
Manistee, Mich. Mr. Wroble said his firm 
is now filling orders and that the transi- 
tion period will be short. “As with the 
Dorson Time Stamp,” said Mr. Wroble, 
“we will do our utmost to produce a qual- 
ity product that will give the dealer and 
his customer continued satisfaction and 
trouble-free operation.” 


Heads Dick Offset Sales 


A. B. Dick Co. 
appointed Richard 
E. Gantz as_ sales 
manager-offset. Ac- 
cording to C. M. 
Dick Jr., vice presi- 
dent-sales, Mr. 
Gantz will be re- 
sponsible for devel- 
oping the firm’s off- 
set equipment and 
supplies sales pro- 
gram. He joined the company as a district 
sales manager in 1950 after 11 years with 
several A. B. Dick distributorships. He 
was subsequently general manager of the 
Hartford, Conn., office and regional man- 
ager in Pittsburgh. 





Richard FE. Gantz 


SCM Division Heads 


John E. Wilson was appointed vice 
president and general manager of the 
Smith-Corona Div., Smith-Corona Mar- 
chant Inc., it was announced by Emerson 
E. Mead, president. Mr. Wilson will be 
responsible for manufacturing, engineer- 
ing, accounting and personnel activities 
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for the division, and will be located at the 
South Cortland, N. Y., plant. He has been 
assistant general manager of the Smith- 
Corona Div., and was previously with the 
company’s Marchant Div. in Oakland, 
Calif., for 17 years. Also announced was 
the appointment of Emilio J. Cadamagnani 
as vice president and general manager of 
the Kleinschmidt Div. He will be re- 
sponsible for manufacturing, engineering, 
accounting and personnel activities for the 
division, and will be located at the Deer- 
field, Ill., plant. Until recently division 
vice president and treasurer, he has been 
with Kleinschmidt since 1949, when he 
joined it as chief accountant. 


Bagg Heads Parsons Division 


Edward P. Bagg 
3rd, was named 
manager, Parsons 
Paper Div., National 
Vulcanized Fibre 
Co., Holyoke, Mass. 
He succeeds Henry 
V. Burgee who re- 
tired. Mr. Bagg has 
been assistant gen- 
eral manager of 
Parsons for the past 
five years, and has been with the firm 
since 1936 when he started in the produc- 
tion department at the Parsons paper mill 
of which his grandfather, the late Edward 
P. Bagg, was president. He was a director 
and treasurer of Parsons Paper Co. prior 
to its acquisition by National Vulcanized 
Fibre Co. 





Edward P. Bagg 3rd 





When ten German industrialists 
Bates Mfg. Co., West Orange, N. J., Fred 


visited 
R. Koenig, general manager (back to 


camera) explained operations which the 
group expressed interest in seeing. 
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Carter’s Vice President 


The appointment 
of Stanley Lewis as 
vice president-mar- 
keting, was an- 
nounced by N. C. 
Hubley Jr., presi- 
dent, Carter’s Ink 
Co. Mr. Lewis, for- 
mer corporate direc- 
tor of marketing for 
General Aniline & 
Film Corp., will 
head Carter’s entire marketing program. 
He had been with Lever Bros. as a mer- 
chandising executive, Bon Ami Co. as 
vice president and general sales manager, 
and Canada Dry Corp. as national mer- 
chandising manager. 





Stanley Lewis 


New Polychrome Division 


Gregory Halpern, president, Poly- 
chrome Corp., Yonkers, N. Y., announced 











snopakes 


LITHO-ART PRODUCTS, Inc. 


statements, reports, etc. Saves hours ol! 
n typing for phot 
nates costly cutting 


perfect job every time. Artists, too, find SNOPAKE 


3403 N. Jannsen Ave. 


its acquisition of American Printing Ink 
Co., Cincinnati, Ohio, manufacturers of 


letterpress inks. It will be known as 
American Printing Ink Corp., a division of 
Polychrome. All present personnel will 
be retained. 


New Force, Ajax Plant 


Wm. A. Force & Co., and its wholly 
owned subsidiary, Ajax Business Ma- 
chines, Inc., will integrate the office num- 
bering machine functions of both. Wm. A. 
Force III explained that they are consoli- 
dating facilities in a 20,000 sq. ft. manu- 
facturing plant being built in Plainview, 
N. Y., where sales, manufacturing and en- 
gineering will be combined. The plant 
should be ready this autumn. 


Burroughs Appointments 


Burroughs Corp. announced appoint- 
ment of two men to top executive positions 
in its marketing operations. Henry F. 


jraphic reproduction — elimi- 


b t 
Makes a 


yut or pasting over. 


far superior to any Opaguing solution now known. 


Special Trial Ket. $7.00 


Stationers and art supply dealers everywhere carry the Introductory Kit consisting of a bottle 
of SNOPAKE and a bottle of thinner. If not available locally, send $1.00 for this handy kit, 


For More Information Circle No. 295 


330 


THe Orrice—September, 1961 


TRY THIS 
NEW WAY TO 


Chicago 13, Ill. 








nk 
of 
as 


ill 


it- 
ns 


nUN 


le 


Kit, 





Sherwood is special assistant, and Frank 
McKennett is consultant, to the vice presi- 
dent of marketing. Mr. Sherwood for- 
merly was manager, computer systems 
department, Touche, Ross, Bailey & 
Smart. Mr. McKennett was marketing 
consultant to the IBM director of market- 
ing services. 


Transferon Division Manager 


Lawrence C. Knaphle was appointed 
manager-Transferon Products, Ozalid Div., 
General Aniline & Film Corp., 
to James A. Travis,. manager-marketing. 
Mr. Knaphle will direct the sale and dis- 
tribution of the Transfer-A-Matic copier 
and other products in the new Ozalid 
Transferon line of copying machines and 
materials. 


Safeguard Subsidiary 


Formation of Safeguard Data Corp., a 
subsidiary of Safeguard Corp., Lansdale, 
Pa., producer of accounting systems and 
business machines equipment, was an- 
nounced by Vincent G. Bell, president. 
The new organization develops, manufac- 








This Cross C/D Demo Display is free 
to those selling Cross writing instruments 
made by A. T. Cross Co., Providence, 
R. I. It invites potential customers to try 
the penpoint of their choice. Two chained 
pens with swivel holders and replaceable 
writing tablet are attached. Display con- 
tains assortment of gold filled and chrome 
writing instruments under glass to prevent 
pilferage. 
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Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


30 E. McWilliams St. 
Fond du Lac 
Wisconsin 


GUARANTEED TO 


STOP 


\. STATIC 
ELECTRICITY = 


STAHL $3 PER CAN $30 PER DOZ. 


STATIKIL INC. 


CLEVELAND 13, OHIO 





cr ee | 1220 W. 6th ST. . 
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An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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CASH REGISTER 


WORLD HIGHEST 


QUALITY 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


Mt. Prospect, Ill. 


207 E. Evergreen Ave., 
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CLEAR EXTRUDED PLASTIC 


Index Tabs © Price Tags ® Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. 

We design and make dies for extruded 
plastic protective transparent covers, 
holders, file tabs. 





Consult with us on your requirements. 


YATES 


COMPANY 


2209 Peninsula Drive, Erie, Pa. 


For More Information Circle No. 289 
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tures and distributes equipment that will 
prepare data for input to computer sys- 
tems. It will also distribute and sell equip- 
ment and supplies for imprinting and re- 
cording information from plastic plates 
for further data processing. A new port- 
able imprinter will be introduced in a few 
months. 


Dashew British Contract 


Dashew Business Machines, Inc., an- 
nounced signing a distribution contract 
with Lamson Industries Ltd., London, 


Britain’s largest manufacturer of business 
forms and equipment. Lamson will dis- 
tribute all Dashew machines in the United 
Kingdom and set up service bureau facili- 
ties. This is Dashew’s second distribution 
agreement in Europe. Last winter Dashew 
and SLT established the AB Dashew SLT 
Co. in Stockholm to distribute Dashew 
products in Norway, Denmark, Finland 
and Sweden. 


Two Watts Appointments 

Watts Business Forms Div., Alfred 
Allen Watts Co., made the following ex- 
ecutive changes, according to Joseph Steir, 
president: Howard J. Martin, New Jersey 
sales manager, is director of marketing 
Paul A. Lindner, assistant to the president, 
is advertising and sales promotion man- 
ager. Both are members of the operations 
committee. 


Stenorette Field Manager 


Al Battis, eastern regional sales manager 
of the Business Equipment Div., DeJur- 
Amsco Corp., assumed the additional 
duties of national field sales manager for 
Stenorette dictating machines. He is re- 
sponsible for all Stenorette sales and mar- 
keting, and will have reporting to him the 
regional managers in Chicago and Los 
Angeles. Assisting Mr. Battis is Gretel 
Cummings, in charge of the home office of 
the Business Equipment Div. 


Keith Clark Officers 


J. Keith Clark, president, Keith Clark, 
Inc., manufacturer of desk calendars, an- 
nounced election of new officers. R. L. 
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America’s quality 
drawing and com- 
puting devices ap- 


proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features, Tri- 
angles, Frevich 
Curves, T-Squares, 
Protractors ond 
many others. Send 
for free Catalog 
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WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 





For More Information Circle No. 369 


| Write today on your letterhead 





TRADE MARK 


LABEL GLUERS 






6” MODEL “BX” 


only $1850 


slightly higher, west of Rockies ” 


FREE 
TRY IT FOR 

10 DAYS 
No Obligation 


Glue-Fast Equipment Company, Inc. 
9-D White Street, New York 13, N. Y. 


For More Information Circle No. 358 





OO0000VU00 
STEVENSON & SMITH, INC. O 


LEADING MANUFACTURERS 


7} “or arate 








Stevenson & Smith ied bel 
© forins manufactirers and. business sys= 
O tems creators, are representedjmcoast 

to coast, by vutitohdia Business Forms 
O dealers and systems analysts. 


OO 


O Write for name of your nearest 
representative. 





STEVENSON & SMITH, INC. 


, 80 Duryee Street 
NEWARK 3, NEW JERSEY 





For More Information Circle No. 387 











| Tew EVER-SAFE 
| * FLOOR SAFES ° a 


Safely protect cash and valuables 
SD @® \..:: O O 


FD 918 
SEE 


with inner 
envelope slot SOMETHING 


depository and 
(Left) 


Model F-912 STARTLING 


Single com- 
partment 

(Right) AT 
Service Stations, Stores, Doctors, Dentists, Easily BOOTH 143 
installed in wood or concrete floors. U.L, Relocking i Le) 4:1 SHOW 














Device Label — Removable combination dial for 
additional protection. Impossible to open safe with- 


out dial. Write for complete onan and prices, THE PRINT-O-MATIC OG., INC. 
EVER-SAFE CO. /cie nai” 


For More Information Circle No. 370 For More Information Circle No. 345 
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No Desk Should Be Without Them 























SNIPPY A Handy Cutting Instrument 


Combination scissors & 
knife. Ideal letter opener. 
Cuts cardboard, paper, 
string & other materials in 
straight or curved line. 
Lightweight plastic, 


























a 4 molded into one piece. 

ve , i : Completely safe ... Uses 

ee , standard, double-edged 

razor blade. 
QWIK ELECTRA ERASER | | %.192 #0 +- 

ALLHAND PENCIL POINTER 
. whisks away errors from typing, ball Lidsusis, compet, eco- 
point, ink or pencil without marring adja- sian paints. fn aenene 






cent letters. Battery-operated QUIK ELEC- lead to desired length. Sharp- 
TRA spins at 4500 rpm, permitting smudge- >] ens lead in lock-type me- 
free corrections on multiple carbon copies ~ & chanical pencil. Fits com- 


without slip sheeting. Ideal for every office e fortably into hand. 
... perfect for Xmas gifts, etc. 
A precision tool, finished in gleaming bronze 

E Retail $1.00 me 


color, complete with batteries, 12 replace- For more information on other time- 
able erasers & brush, Only $2.98 postpaid. saving ALVIN products see your dealer 
Order now or send for quantity prices. or write for FREE catalog today! 


Satis. guar. Dealer inquiries invited. 
ae > ALVIN & CO., INC. 
. = at ; 
® Drafting inatrume nts @ Drawing us ponte Aids 
K & K SALES COMPANY 


© Drawin ets @ Draftin aterials @ Measuring Devices 
Dept. OF-9, 1161 Passmore St., Phila. 11, Pa. eee : 
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Nevin, formerly general sales manager, 
was named vice president—sales; James G. 
O’Neil, former plant manager, became 
vice president—production; A. G. Mitchell 
is vice president; E. T. MacIntyre, sales 
manager—Defiance Calendars. 





Venus Sales Supervisor 


The appointment of Bev. C. Cherring- 
ton as supervisor of pen sales for Venus 
Pen & Pencil Corp. was announced by 
Carl W. Priesing, vice president. Formerly 


eran of 29 years in the stationery field. 


Type-rite Corp. Moves 


Type-rite Corp., manufacturer of Sea 
Foam Bond Carbonsets, has moved to 
new facilities at 114 Beach St., Rockaway, 


southeastern district manager, he is a vet- . 





Combination cardboard and plastic foam 
container, for shipping Royal typewriters, 
developed by Royal McBee Corp. and 
Nopco Chemical Co. 





N. J. According to H. Van R. Barringer, 


sales manager, the move provides addi- Forms, Inc., Addition 


tional production space for Carbonsets Forms, Inc., has broken ground to add 
and the new line of mimeograph stencils 16,000 ft. to its present plant. The firm 
has added three new rotary presses, two of 


and supplies. 









World’s Largest Selection of 


REBUILT & GUARANTEED 
OFFICE MACHINES 


ADDRESSOGRAPH, SPEEDAUMAT, GRAPHO- 
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ADDERS, BOOKKEEPERS, CALCULATORS, 
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which are offset: (13”, 11” and 16”) and 
two collators incorporating the gluing fea- 
ture for continuous forms as well as 
Formscards. 


NBFA Associate Members 


National Business Forms Associates 
voted to accept manufacturers as associate 
members. To be eligible, manufacturers 
must have sold an annual volume of at 
least $1000 to 10% of the dealer member- 
ship, for direct resale, over a period of 
two years or more, and they will be re- 
quired to submit a yearly report to NBFA 
stating the number of members to whom 
they sell $1000 or more. 


American Stencil Building 


American Stencil Mfg. Co. has started 
construction of a 45,000 sq. ft. multi- 
purpose building in Denver. The one- 
story brick and masonry building on a 2% 
acre site will house offices, factory and 
warehouse facilities of the 15-year-old 


manufacturer of Sure-Rite brand ribbons, 
stencils and duplicating supplies. The fin- 
ished structure will be fireproof and, with 
equipment, will cost approximately $400,- 
000. 


Cooper Joins Hoye Textile Corp. 

Wallace Cooper has joined Hoye Tex- 
tile Corp. as general sales representative 
to the typewriter ribbon manufacturers 
and users of industrial fabrics. Mr. 
Cooper was with American Bleached 
Goods Co. in a similar capacity for many 
years and has a wide experience with 
these fabrics. 


Robertson Lease Plan 


A lease plan, with option to purchase, 
for the Electricon electrostatic camera- 
processor recently introduced by Robert- 
son Photo-mechanix, Inc., Chicago, has 
been arranged. Electricon employs a dry, 
daylight electrostatic process of producing 
paper offset masters which are suited to 


How to Keep Track of Every Key 





TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by lock location, 
number, description. 

TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 

Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 


cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
KEY CONTROL dustrial plants, hotels, stores, 


$73.90 Complete 


(75 capacity) 





schools, hospitals, and public 
buildings, large and small, in USA, 
Canada, and overseas. 

FREE 16 page booklet. No obli- 
gation. Write for your copy today. 


P. 0. MOORE, INC. cten rivpie 4s, PA. 


For More Information Circle No. 261 


336 





THe Orrick—September, 1961 














short production runs, from 15 to 300 
copies, on standard offset duplicators. The 
automated process makes a paper plate 
in One minute and reduces to five minutes 
or less the complete process of making a 
master, installing dt on a press and run- 
ning copies in quantity. 


Dashew Vice President 


John H. Humphrey was appointed ex- 
ecutive vice president of Dashew Busi- 
ness Machines, Inc., Stanley A. Dashew, 
president, announced. Mr. Humphrey 
joined Dashew as vice president of man- 
agement engineering and planning in 1960. 
Prior to that he was director of man- 
agement engineering projects for R.C.A. 
in New York. 

% 
Swingline Executive 


Election of Lloyd I. Singer to the new 
position of executive vice president, Swing- 
line, Inc., was announced by Jack Linsky, 
president. Mr. Singer is an attorney 
associated with the law firm of Aranow, 
Brodsky, Bohlinger, Einhorn & Dann, 
New York. 


Sly Joins Copy-Craft 


John L. Sly, formerly Toronto branch 
manager for the Canadian distributor of 
the Ormig systems equipment, joined the 
New York office of Copy-Craft, Inc., 
which has national distribution in the 
U. S. for the complete Ormig line. 


Elof Ericsson Dies 


Elof Ericsson, 74, former managing 
director of the Facit group, Swedish man- 
ufacturers of office equipment, died June 
29. Mr. Ericsson joined a near-bankrupt 
woodworking plant in 1922 at age 35, and 
made it one of the world’s largest manu- 
facturers of calculators, adding machines, 
typewriters and office furniture through 
his aggressive sales policies and his ability 
to see the potential of new but untested 
office machines. Although he retired in 
1952, Mr. Ericsson worked in close asso- 
ciation with his successor as group manag- 
ing director, his son Gunnar Ericsson. 
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Some Day You May 
Wish You’d Bought This 


NEW 


Auto-Shred 
Now! 





Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 


authorized hands—after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 

















SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
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PROBLEM 








How can / reduce forms 
handling costs? 



























SOLUTION 








Ca// an ALLIED /EGRY man | 
(and here’s the reason why) | 
It isn’t necessary to have a problem to profit from a visit | 
from an Allied/Egry man. His knowledge of latest systems 
and equipment advances may result in a recommendation 
that will save hours of time or dollars of expense. 
Take this case in point*: 
Examination of a Kansas City security company form | 
disclosed the possibility of the completion of an 


additional accounting operation with a slight shifting of 


10 vertical lines. This minor change resulted in a time | 
savings of 10 hours per month, | 


Your Allied/Egry forms specialist is ready to help you with 
forms design or the development of new tabulating methods. 

Back of him is a national organization and all the skill | 
and experience of 8 autonomous plants... For personal 

service, for quality and accuracy, for every need in business 


forms at a favorable price, write or call Allied/Egry. 


*Full information on request 


ALLIED /EGRY susiness systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
In Canada: Egry Continuous Forms Ltd.—Torento * Montreal 


For More Information Circle No. 396 
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Assn. for Computing Machinery, Statler- 
Hilton Hotel, Los Angeles, Sept. 5-8. 
National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 

cago, Sept. 11-13. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 

American Production & Inventory Con- 
trol Society, Pick-Congress Hotel, Chi- 
cago, Sept. 28-29. 

National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York 
Oct. 8-11. 

American Records Management Assn., 
Statler-Hilton Hotel, Los Angeles, Oct. 
9-10. 

Systems & Procedures Assn., Statler-Hilton 
and Pick-Carter Hotels, Cleveland, Oct. 
9-11. 

American Bankers Assn., San Francisco, 
Oct. 15-18. 


TIME STAMP records to the minute— 


when it arrived ... how long it took... when it left. 


4-jewel movement—Not expen- 
sive. Unconditional full year 
guarantee. Space for company 
name, Received, Shipped, etc. on 
rubber die to print with time 
and date. 


INQUIRE TODAY! 


Impression 


DORSON CORP. 605 W. Washington, Chicago 4, lil. 


actual siz 


1% 


WAR 22°52 AM 


it CALENDAR 


Associates, 
Fla., 


Forms 
Bal Harbour, 


Business 
Hotel, 


National 
Americana 
Oct. 23-26. 

American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 

Controllers Institute of America, Palmer 
House, Chicago, Nov. 5-8. 

Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 

Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 
Dec. 12-14. 


EVENTS ABROAD 


Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 

International Office Equipment 
(SICOB), Paris, Oct. 13-22. 


Exhibit, 











For More Information Circle No. 305 
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Acco Products 
Acme Visible Records, ‘Inc. 
Addressing Machine Co. of Calif. 
Akro-Mils Cabinets 
Allied Carbon & Ribbon Mfg. 
Allied/Egry Business Systems 
All-Rite Pen, Inc. ...... 
Alvin & Co. 
American Data Machines, Inc. 
American Geloso Electronics, Inc. 
American Numbering Machine Co. 
American Stencil Mfg. Co 
American Type Founders Co. 
Ames Supply Co. : 

Ampto, Inc. 
Arlington Aluminum Co. 

Arrow Fastener Co. 

Associated Industrial. Designers 
Atlas Stencil Files Corp. 
Avery Label Co. ... 


Corp. 


Bankers Box Co. . 
Barkley & Co., C. L. 
Bates Mfg. Co. .. 
Baumfolder Division 
Beck Duplicator Co. . 
Bergstrom Paper Co. 
Bevco-Precision Mfg. Co. 
Bindematic Corp. 

Bohn Duplicator Co. 
Bomont, Inc. ... 
Borroughs Mfg. Co. 
Brownville Paper Co. 
Bruning Co., Charles . 
Bunn Co., B. H. ..... 
Burton Mount Corp. 
Business Electronics, Inc. 


C-Thru Ruler Co. 

Calor Copy Corp. 

Can-Pro Corp. 

Carbon Business Forms Co. 

Cashere Corp. 

Catskill Craftsmen, ‘Inc. 

Challenge Machinery Co. 

Chandler & Price Co. 

Cheshire, Inc. ........ 

Chesley Industries, Inc. 

Chicago Desk Pad Co. 

Chicopee Mills, Inc. 

Cincinnati Time Recorder Co. (Jobmaster) 

Cincinnati Time Recorder Co. (Tym-an-Dater) 

Codo Mfg. Corp. .. 

Cole Steel E uipment Co. 

Colonial Carbon Co. 

Colonial Pay Systems . 

Columbian Art Works, Inc. 

Columbia Ribbon & Carbon Mfg. Co. 
(Duplicating Supplies) 

Columbia Ribbon & Carbon Mfg. Co. 
(Plastisol) 

Comptometer Corp. 

Copycat Corp. . 

Copycraft, Inc. . 
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228, 


103, 104, 


173- 


Copy-rite .......... 182 
Cotterman, |. D. 44 
Covercraft Co. ... 258 
Curtis-Young Corp. . 56 
Cycle Equipment Co. 161 
Darling Co., L. A. 243 
Dashew Business Machines, Inc. 159 
Davidson Corp. 251 
DeJur-Amsco Corp. 227 
a Ets., L. 311 
Dic “Sa 156, 157 
Dictaphone Corp. . 3 
Diehl Calculating Machines, Inc. 42, 43 
ree Inner Back Cover 
Dorson Corp. ; 339 
Dreusicke & Se. K. G., Wilhelm 333 
Dymo Industries, Inc. 24 
Eastman Kodak Co. (Ektalith) 223 
Eastman Kodak Co. (Verifax) , 115 
Ecusta Paper Operations 224 
Elliott Industries, Inc. 96, 97 
English Numbering Machines, Ltd. 318 
Enor Corp. ...... 322 
Ok eae 322 
Esleeck Mfg. Co. . | 
Evans Specialty Co. 297 
Ever Ready Calendar Mfg. Co. 278 
Eversafe Co. ...... 334 
Faber-Castell Pencil Co., A. W. 101 
Faber, Inc., Eberhard 58 
Pacit, me. ....<- 130, 131 
Federal Mining & Mfg. Co. 288 
Felins Tying Machine Co. 169 
Figure-Write Business Systems 271 
Fletcher Paper Co. .. 168 
Force & Co., Wm. A. 256 
Formfoto Még. Co. 109 
a. © | eee 262 
Frankel Mfg. Co. . 49 
Franklin Magnifier 320 
Fraser Paper, Ltd. 40 
Friden, §nc......... 248 
Gardner Stamp Co. 309 
Gates Acoustinet, Inc. 233 
Gestetner Corp. 261 
Gillotte & Co. R. P... 274 
Globe-Wernicke Co. 106 
Glue-Fast Equipment Co. 333 
Goes Lithographing Co. 323 
Goodkin Co., M. P. 230 
Graphic Systems 44 
H-O-N Co. 281 
Halverson Products Co. 309 
Hamilton +g? Co. 270 
Harding Co., Milo . 75 
Harter Corp. 30 
Heller Roberts — “Corp. 217 
Heyer, Inc. ..... 320 
Howell Co. ........ 283 
Hush-A-Phone Corp. 29 
Hygienic Dental Mfg. Co. 265 
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Imexco Trading Corp. 


Industrial Shredder & Cutter Co. 337 
Inter-Continental Trading Corp. 117 
International Business Forms, Inc. 76 
International Office Appliances, Inc. 335 
Interstate Metal Products Co. .. 253 
Jasper Desk Co. .......... 294 
Jasper Office Forniture Co. 235 
K & K Sales Co. ...... 334 
Kee Lox Mfg. Co. .. 241 
Keith Clark, Inc. .... 214 
Kimberly-Clark Corp. 155 
Lagomarsino-FAlI ..... 327 
Lassco Products, Inc. 18! 
Lee Products Sou... 258 
Lennox Distributors Div. 288 
Letterex Corp. ........ 322 
Litho-Art irodecks Inc. 330 
4 & M Industries .. 39 

gie Magnetic Visual Aids Corp. 301 

mene Equipment Co. : ; 319 
Marginator Co. 321 
Martin-Yale Inc. .. 287 
Master Addresser Co. 252 
McDonald Products Corp. 222 
Meilink Steel Safe Co. 303 
Mercury Industries, Inc. 36 
Metalcraft, Inc. .. aS 264 
Metal Specialties, Inc. ..... 305 
Methods Research Corp. . ts 322 
Michael Lith Sales Corp. (Destroyit) 298 
Michael Lith Sales Corp. (Triumph) 29 
Miller-Trojan Co. 220 
Minnesota Mining & Mig. Co Co, _ (Scotch Brand). 67-70 
Minnesota Mining & Mfg. (Thermo-Fax).. 167 
Monroe Calculating Machine Co. 

(Accounting Machine) I 
Monroe Calculating Machine Co. 

(Calculating Machine) 211 
Moore Business Forms, Inc. 120, 121 
Moore Inc., P. cee 336 
Morphy- Richards, “Inc. 225 
Multistamp Co. 302 
National Cash Register Co. 151 
National Cash Register Co. (NCR Paper) 221 
Nationa! Bundle Tyer Co. 297 
Nippo Machine !ndustry Co., Ltd. 298 
Nord Photocopy & Electronics Corp. 187 
North American Philips Co. 171 
NuArc Co. (Arc mate 4 26 
NuArc Co. (Platemaker) 129 
Office Publications, Inc. 74, 250, 312, 324 
Office Records Co. 232 
Old Town Corp. 254 
Olympia Typewriters 117 
Oxford Filing Suppl 257 
Ozalid Div., nr x Aniline & Film Corp. 219 
Paige Co. . 285 
Paper Welder, Inc. . 266 
Paterson Parchment Paper Co. 132 
Perfecopy, Inc. .... 325 
Pezzuti Sales, D. L. 299 
Photek, Inc. (Consecutor) 33, 34 
Photek. Inc. (Copying Papers) 137, 138, 139, ‘140 
Photek, Inc. (Expediter) .. 245, 246 
Photorapid Corp. ...... 205 
Photostat Corp. ....... 160 
Pitney-Bowes Inc. (Folder & inserter) 135 
Pitney-Bowes, Inc. (Postage Meter) 31 
Polychrome Corp. 267 
Port Huron Sulphite. & Paper. Co. Wt 
Posting Equipment Corp. ........ 208 
Precision Mfg. Co. ............. 165 
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Pronto File Corp. ..... Ehaas . ae 
Pryor Marking Products iG 6500s . 308 
Recordplate Co. ........... . 3 
Regna Cash Re egies Inc. . 73 
Remington Rand Division 124, 125 
Rex Rotary Distributing Sop. ; oe 
Rite-Line Corp. ..... ; fe . 4 
Rol-Dex Division Sa wy . 80 
IE Se cya chhe dscivesecuncect's . 218 
Roll-O-Graphic Corp. ............. . .. 307 
Rose Ribbon & Carbon ered Co. <ntace, ae 
Ross-Martin Co. ... 30: ae 
Rovico, Inc. ..... Aes 20, 21 
Royal McBee Corp. Outer Back Cover 
Royal Metal Mfg. Co. . ileus vasa ek 
I Ng io wacc cnn ase Giavicine eases 238 
awe. >> Duplicatori ed Affini .. ee 
#22 5 Sree ee rete 
s & M Distributing Co. ........... Le lee ee 
Saunders Mfg. Co. .... aes : . oe 
Ne a Sree be ob Seas ie 
Schweitzer Division, Peter Shee ; >: ae 
WUT MOMRS 6 is kcns susnensave . 266 
Sengbusch Self-Closing Inkstand Co. . 260 
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The Chase Manhattan Bank spent 
$500,000 for works of art to decorate 
its New York office building. This is 
commendable, but it points up a danger 
in today's offices: decorative art was 
needed to keep the Chase from looking 
just like every other new office. 


Rising construction costs and 
the development of the modular prin- 
ciple (standardized units) have re- 
Sulted in offices with a stereotyped 
Sameness. It is time for those of us 
who work in these offices to see that 
we all do not develop modular person- 
alities. 


Office work is often a routine 
grind, and to do it in a locale that 
resembles a well polished mausoleum 
can hurt morale and cut production. 
But since the module seems to be here 
to stay, might we not review our sys- 
tems and procedures to relieve them of 
some of their monotony? Regardless 
of how it looks, an office functions 
only as well as its procedures allow. 
If the personality has been taken out 
of the surroundings, perhaps it can be 
put back into the work itself. 


If it isn't, even a Goya in the 
foyer won't help much. 
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on products or other items in this issue 


For More Information -eesehaiet oe 


There is another card like this In the front of this issue. 


PLEASE PRINT CLEARLY 


nl —————— ol 


NAME POSITION 


Bi cI 


COMPANY 


CITY, ZONE & STATE 
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105 106 107 108 109 110 111 112 113 114 117 118 #119 120 
122 123 125 126 127 128 129 130 131 132 133 134 135 136 137 138 139 140 
142 143 145 146 147 148 149 150 151 152 153 154 155 156 157 158 159 
163 165 166 167 168 169 170 171 172 173 174 175 176 177 179 180 
185 187 190 191 192 193 194 195 196 197 198 199 200 
203 205 206 207 208 209 211 212 213 214 215 216 218 220 
228 229 230 231 232 233 234 235 236 237 238 239 240 
243 246 247 248 249 251 252 253 254 255 256 258 259 260 
266 267 269 270 271 272 273 274 275 276 278 279 280 
283 287 289 290 292 293 294 295 296 297 298 299 
303 306 308 309 312. 313 315 316 318 
323 326 328 330 332 333 334 335 336 337. 338 339 
346 349 352 353 356 357 358 
363 366 368 369 370 372 373 374 375 376 377 379 
383 388 389 392 393 394 395 397 399 
403 406 412 413 415 416 417 419 
428 429 430 432 433 434 435 436 437 439 
443 450 452 453 454 456 457 459 
468 470 472 473 475 476 
488 492 494 495 





Ditto, Inc. now manufactures and 


This Seebeotenet— distributes the entire line of machines 


and supplies formerly made by the 


:vs : 
trademark Cc Pease Company 


Ditto, Inc.—for over half a century.the leading 
name in office duplicating equipment—now 
enters this fast-growing, fast-moving field with a 
complete line of quality machines and supplies 


whiteprinting hele | All of the talent and research facilities of 


Ditto, Inc. will be devoted to the task of producing 
the finest line of Diazo and blueprint 

equipment. The whole Ditto organization is 
KeYe) tyale Mm celay7-1a¢ Mm Com Calt-me) ol eleladv ie mice) 


products participate and grow in this exciting and 


mportant segment of the reproduction industry 


now identifies 


a top line of 


blueprinting 


Keep your eye on Ditto! 








t and Offset Duplicating Machines, Masterfax, Diazo and Bluepr 
Supplies and Papers, Forms Printing, and Business Syste 
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DITTO, INCORPORATED 
6864 McCormick Road, Chicago 45, Illinois 


For More Information Circle No. 222 





The new Royal Electric Typewriter is one of the most electric machines 
in the business. But find this out for yourself. Check the Royal Elec- 
tric for automation features, for touch, for print- he ° 
work, for ariy other quality you wish. Once you have ROYAL 
done this, we think you will want this. typewriter. — srecausrs.n susiness wacunes 


For More Information Circle No. 224 











